
ARMY REGULATION AR 600-16

.
«

-GE1RAL

This copy is a reprint which includes current
pages from Changes i through 3}

HEADQUARTERS, DEPARTMENT OF THE ARMY

RETURN TO ARMY LIBRARY
BOOMU518PEI"""'

JANUARY 1964

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil



ARMY REGULATION]

No, 600-16 j

*AB 600-16

HEADQUARTERS
DEPARTMENT OF THE ARMY
WASHINGTON, D.C., $7 January 1964

PERSONNEL—GENERAL
PERSONNEL SERVICE DIVISION

ORGANIZATION AND PROCEDURES

CHAPTER
Section

APPENDIX

CHAPTER
Section

I.
I.

II.
III.
IV.
1-1.

l-II.
i-m.
l-IV.
i-v.

1-VI.
2.
I.

II.
III.
IV.
V.

VI.
VII.

VIII.
APPENDIX 2-1.

2-11.
2-III.
2-IV.
2-V.

2-VI.
CHAPTER 3.
Section I.

II.
III.
IV.

PROCEDURE 3-1.
3-2.
3-3.
3-4.
3-5.
3-6.
3-7.
3-8.

3-9.
3-10.
3-11.
3-12.

3-13.
3-14.

ORGANIZATION
General....________.,..-.__-..,..-__...._......-_...—__-.--_,---._
Organizational Structure.-,...---....--.___— _.....,_.. — _.-......-....,....__ — _.
Special Purpose Teams....>........_.-_...-._-__....... — —..-.. ——.._,-_....-....
Application to Separate Brigades.___._.-.__............__--_._---_,.,--_....-.__
ORGANIZATION CHART—PERSONNEL SERVICE DIVISION. ———— „ — . — -.„.
PERSONNEL SERVICE DIVISION FUNCTIONS (Fold-In)....—— _.- —— ——— .——
COMPOSITE TEAM ORGANIZATION (DIVISION)....———-_ — —— —— ————- —
INPROCESSING TEAM. REQUIREMENTS FORMULA. ——--- —— — ——— —— ----
FORM LETTER—REQUEST FOR INFORMATION.........._-............ —— .. —— _
ORGANIZATION CHART—PERSONNEL SERVICE DIVISION (SEPARATE BRIGADE).
MANAGEMENT
Plans, Policies, and Procedures_..__.--_.__-__..___...-.--_.---— ——.... —— — ----
Direction......._.-__........,.__.-._...___.....____.._...-.--___
Training. - _ _ . . _ _ _ _ . . . - _ _ . _ _ _ _ _ . _ . _ _ _ , _ _ _ . . . . _ _ _ _ _ _ . . _ _ _ _ _ - - — — . . . — -.-,_,-.---
Control.. - ._- -_ ,__-_-_-_-- ,___. -____- , ,__- . . ._ . ._ . . . . - .___. ,_-- -__. . . -__. . .
Communications, __-___._._._. . . .____._. ._,-_. . . ,__. . . - - .—.. .__. . . . . . — ..-..-...-_
Physical Layout, Equipment and Facilities-__..___,_..__.---___.-.—.......-_.--._ —.
Field Operations-..----..--.--.--,....._.._......_.._.......-_--..--.-...__.._..
Application to Separate Brigades........_____......... — ————..........—————
PROCEDURE FOR RESPONSE TO UNITS AND APPLICANTS.................-.--
PROCESSING REQUESTS FOR ORDERS FROM DIVISIONAL UNITS—.—,-_,———
PHYSICAL LAYOUT FOR COMPOSITE TEAM (GARRISON).. —————_ —— - —— .
PHYSICAL LAYOUT FOR PERSONNEL SERVICE DIVISION (GARRISON)- — .-.—
PHYSICAL LAYOUT FOR COMPOSITE TEAM (FIELD)———————— — —— ——
TYPICAL FIELD LAYOUT—PERSONNEL SERVICE DIVISION—AG SECTION...-.
PERSONNEL MANAGEMENT
General.... . . . . . . . . . . . ._._.___.____.____....__.._..__..__-...-._.... . . . . .
Classification and Utilization........._.._.__......--._.--_......_.—.........
Promotions and Appointments:..._....._-.-___.-_..--.-......-_--...-,.._......
Punched Card Machines._.. .- . . .-- . . . .-- . , . . .-- ._. . , . . . .-- .-- .-----.-----------.----.-
Classification and Rectification of Enlisted Personnel.._........... —....-,....,......
Award of Additional MOS to Commissioned and Warrant Officers-.——————. —— __.......
MOS Classification Board Proceedings—Action Requested by Unite... —.-......._-_.......
MOS Classification Board (Failure To Verify Qualification in MOS)——————— ——— -_ —— --
Army Language Proficiency Testing-..--.__....-.....-.,...-.,---..--.....---...--...-
Requests for Retesting for Aptitude Areas.-...-._...,-..-....._- — ...-.....-..._..-.-_
Army Language Aptitude Testing...--,...---...._........-----.- —— __.. . .-- . . . . -- . . . - .
Preparation and Processing of MOS Proficiency Teat Rosters and Commander's Evaluation

Reports.
Processing and Administration of Sample Survey of Military Personnel Questionnaires......—
Application for Service School Attendance__._--._.,._.__.__-....--,...........--.
Applications for Airborne/Special Forces Training. .__,_. .__.__. ._-__. . - . . - . . . - . - - . . . - - . .
RequeaU for Special Assignments and Assignment to Duty With ROTt, Reserve Component

and National Guard..-._.....--.__.........-.,_..._......-._-..__..._.....
Request for Intradivision Reassignment___.-...._,_..._______-__..--...-.....
Initial Assignment to the Division—Battalion Level......._.............................

1-1
1-2
1-6
1-8

Al-1
Al-3
Al-5

Al-7-
Al-8

2-1
2-1
2-3
2 -̂3
2-4
2-5
2-7
2-8

A2-1
A2-2
A2-3
A2-4
A2-5
A2-6

3-1
3-1
3-2
3-2
3-5
3-9

3-11
3-12
3-15
3-16
3-17

3-18
3-20
3-21
3-22

3-23
3-25
3-26

"This regulation supersedes AR 600-16,17 Noreraber 1961.

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil



AR 600-16

PROCEDURE — Continued
3-15. Initial Assignment to the Division— Company Level.,... ....._-__.----..-----......------.
3-16. Processing CONUS Levies.... ——— —— ——— — — _.. —— - — — ———— ——— —— ——
3-17. Processing of Requests for On-the-Job Training. — , — — — — _ — — , — - — — ----, — — — .—
3-18. Preparation, Verification and Use of Personnel Information Rosters (Manual) . . , . _ . _ _ _ _ . . . . . .
3-19. Preparation, Posting and Use of the Personnel Inventory Report Part I (Manual). ... — — — .—
3-20. Preparation, Posting and Use of the Personnel Inventory Report Part II (Manual). .........._
3-21. Preparation, Posting and Use of the Personnel Inventory Report Part III (Manual)—. — — — ..
3-22. Officer Requisitions...-.- . — _ — . _ . _ — — ... — --_ — — — ._ —— —————— ————— —
3-23. Requisition of Enlisted Personnel— Grades E-7 through E-9. — .....- — — — — — — - — - — - . —
3-24. Recommendations for AUS Promotion to First Lieutenant and Chief Warrant Officer, W-2....
3-25. Report of Enlisted Personnel Eligible for Temporary Appointment (RCS CSG PA-342 (R4)) ....
3-26. Permanent Appointment of Enlisted Personnel— Grades E-3 Through E-9. _ _ _ _ . . , _ _ _ _ _ _ _ _ . . _
3-27. Quota Allocations for Temporary Appointment of Enlisted Personnel to Pay Grades E-4 Through

E-7_.._ — — — — — — — — — ——- — - — — - — -- ———— ——— ———,——
3-28. Quota Allocations for Temporary Appointment of Enlisted Personnel to Pay Grades E-8 Through

E-9..— _ _ — — ——- — — — - — — — — - — — - — - ————— ————— —— —
3-29. Volunteer Requests for Foreign Service--.....--..----.........-..--------.--------...-.-
3-30. Requests for Deferment from Oversea Shipment---..-..-. .......-..-.---------.-----..,.--
3-31. Report of Casualties Originating in Combat Areas--.---.........-.---.-,-- — _--.--.-....-
3-32. Notification Pertaining to Casualties in Noncombat Areas (CROWN Report)-.-----. — . .... -
3-33. Notification Pertaining to Casualties in Noncombat Areas (PUNCH Report) ...--. ...........
3-34. Report of Surplus Enlisted Personnel. --._...---........_..__._-.-------------..--.....,-
3-35. Personnel Inventory Reports (Machine). - - - - - - - - . . . . . . . . _ - -__- - . . - . - - . - - - - - - - . . . . . . . . , , - -
3-36. Receipt and Use of Personnel Information Rosters (Machine)--.. . . .- .-. .-------.-. . . . . . _ - - .
3-37. Furnishing Gains and Loss Information to the Machine Processing Unit. - _ - _ _ - _ - - . . . . . . _ , . , -

APPENDIX 3-1. PROCEDURAL INTERACTION CHART— — __. — — — —-- — — — ——— ————
CHAPTER 4. PERSONNEL ACTIONS
Section I. General....... _ ---...-_ — — ----.-.---.,.. — . — . - _ _ _---..-. — ............_.----_.-_

II. Suspense System--........----...-..........--.--..-.-. — ...., -..-..,------. .........
III. Officer Efficiency Reports. -.--............-..--.--. _ . _ _ _ . . _ *....,.........-..-.._------.
IV. Reports of Medical Examinations/Evaluations.-----.--. .-........,----. — _ - - - _ . - _ - - - — .
V. Separation and Reenlistment of Enlisted Personnel-.. _ . _ . _ _ _ _ _ _ . _ _ , _ , — .--.--.-_- — _ , — _..

VI. Board of Officers--..----.-.. . . . . . . . . . .-. . .-.----.-.--.. . . . . . . . , . . .--.. . . .-.--.----.-..
VII. Personal Affairs--.-------............-.--...----,...........,...-..-..-...-.--.-..-.

VIII. Awards, Decorations and Badges... ..,_._ — — _ _ - _ — _ .. _ _ _ _ _ _ _ . _ _ _ _ . _ _ _ _ _ _ _ . _ _ _ _ . _ . . .
I.. Procedural Interaction Charts--..-.---.-.---.------------. — ..,---...-......-.,.- — _- .

PROCEDURE 4-1. Preparation and Processing of Officer Efficiency Reports. . . _ _ - _ _ — _,-- — — — — — — ---------
4-2. Processing Applications for Appointments as Commissioned Officers in the Regular Army ......
4-3. Processing Applications for Retirement of Officers.--.,.,.. — - _ _ — . ........................
4-4. Notification, Followup, and Recording of Medical Examinations. ........ .-^-........ .......
4-5. Processing Discharges (ETS) and Immediate Reenlistments. ..._...,......--.-.....-..-_--.
4-6. Preparation of Separation Documents Prior to Transfer Activity Processing. _ - _ . . _ . - _ ......
4-7. Processing Requests for Hardship or Dependency Separation .......,...-.............--__-_
4-8. Processing Recommendations and Board Proceedings Initiated Under AR 635-209 (Unauit-

ability)....— — —— — — — ——— —— _ ————— _——— ...... ———— — — .._,.
4-9. Processing Recommendations for Discharge Because of Misconduct. .,... — _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

4-10. Processing Recommendations for Discharge Because of Unfitness— —-- — - — --— — -—- — -----
4-11. Processing Requests for Discharge and Release from Active Duty — Convenience of the Govern-

ment- --.-----._..-.... _ ._ — _ — , , _ _ _ — _ _ _ - — . _ _ _ — . _ _ . . - - - - - - - - - - _ _ _ _ . _ . , — —
4-12. Processing Applications for Retirement of Enlisted Personnel-.-....,..--.---.....---.------
4-13. Recording and Reporting Waivers of Board Action—,-,., ... — . _ _ .........................
4-14. Extensions of Enlistment — Regular Army Enlisted Personnel.......,...--.-..-.-..--.------
4-15. Extensions of Current Periods of Active Duty — Enlisted Personnel of the Army of the United

States....-- — --- — ,--.-.—-_-- ——— .. — .;— — , ——————.__ — —— -
4-16. Requests for Extension of Periods of Active Duty— US Army Reserve Enlisted Personnel- - . — .
4-17. Requests for Extension of Periods of Active Duty — Army National Guard of the United States

(ARNGUS) Personnel.--...-..-.......-......-.----.-.....-...--.....-.--..........
4-18. Issuance of Uniformed Services Identification and Privilege Card.... ,..-._........_.........
4-19. Mortgage Insurance — Issuance of Certificates of Eligibility and Termination of Certificates....

3-28
3-33
3-35
3-36
3-40
3-42
3-44
3-46
3-47
3-48
3-51
3-52

3-54

3-55
3-56
3-57
3-58
3-60
3-61
3-63
3-64
3-65
3-66
A3-1

4-1
4-1
4-1
4-2
4-2
4-2
4-2
4-2
4-3
4-5

4-17
4-18
4-19
4-21
4-23
4-24

4-26
4-26
4-27

4-29
4-31
4-33
4-34

4-35
4-36

4-37
4-38
4-39

H

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil



/. Afajor blocks—smallpox
typhoid
tetanus
A
B
C
medical examination
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annual review of DA Form ^l
(Record of Emergency Data}
and DA Form 20 (Enlisted
Qualification Record)

expiration of service agreement
(officers only)

expiration of enlistment or service
(enlisted f>nly)

basic pay entry date, adjustment
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Figure 8-SS.

(1) Smallpox immunization columns 54-55.
Enter month and year (;i* determined from
individual's Standard Form tKU » in which
the next immunization is due.

(2) Typhoid immunization columns 56-57.
Enter month and year (us determined front
individual's Standard Komi 001) in which
the next immunization is due.

(31 Tetanus immunization -cHumns 58-69.
Enter month and year ',as determined from

individual ' s Standard Form 601} in which
the next immunization is due.

• I - .1, B, C.—column* t'10-fio. For local use.

.")) Medical examination columns 66-67. En-
ter the month and year (as determined from
I tem 14. DA Form (Hi or ItemL7» DA Form
^0) in which the individual is due to receive
a medical examina t ion ; if individual is due
only for i\ medical eva lua t ion encircle the

8-31
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CHAPTER 1
ORGANIZATION

Section I. GENERAL

1-1. Definitions. The following definitions apply
to organizational elements described in this regula-
tion:

a, Functional team. An organizational subdivision
of each functional element of the Personnel Service
Division except the Administrative Machine Branch.

b. Composite team. A group of functional teams
consisting of one from each branch of the Personnel
Service Division, except the Administrative Machine
Branch, designed to provide complete personnel
service for a specific group of divisional units.

c. Second echelon support team. An equitable
subdivision of a composite team, predesignated for
attachment to specific divisional units detached
from the division for over 30 days, for the purpose
of providing complete second echelon personnel
support.

d. Special purpose team. A group of noncommis-
sioned officers and personnel specialists, representing
one or more composite teams, designed to provide
specialized personnel service involving inprocessing,
Outprocessing, military pay, or personal affairs.

1-2. A division of AG Section. As indicated in
FM 12-11, the Personnel Service Division is a major
element of the division AG Section. Accordingly,
the Personnel Service Division normally is delegated
the operational authorities and responsibilities for
military personnel management and administration
which are vested in the division commander. •

1-3. Role in division personnel support system
(AR 600-17). a. The Personnel Service Division
performs a central role in the division personnel
support system by serving as an executive activity

for the division commander and the division staff to
accomplish the following functions:

(1) Exercise, within command policy, the
division commander's authority in per-
sonnel matters.

(2) Monitor the utilization of personnel
throughout the division to insure sound
personnel management procedures.

(3) Furnish statistical data on current and
projected personnel strengths.

(4) Assign and reassign personnel to meet unit
requirements in accordance with estab-
lished priorities.

(5) Prepare personnel reports for use by the
various levels of command and higher
headquarters.

(6) Assume custodial responsibilities connected
with each of the individual personnel
records.

(7) Provide technical advice on personnel
management and administration.

6. The division adjutant general must insure that
the division staff understands the division personnel
support system to avoid the requesting of personnel
information from subordinate commanders which is
available in the division headquarters.

c. The Personnel Service Division provides service
to major subordinate commanders and battalion
commanders on those personnel matters which will
affect the combat effectiveness of their commands.
These commanders will be concerned with all func-
tions listed above except that they will seek technical
advice on only those personnel matters which are
beyond the capabilities of their personnel staff
NCO's.
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Section II. ORGANIZATIONAL STRUCTURE

1-4. Structure. The organizational structure of
the Personnel Service Division includes five func-
tional branches and is illustrated in appendix 1-1
(see also sec. IV). The important characteristics of
this structure are—

a. Provisions for a functional division of personnel
work. Appendix l-II outlines functional responsi-
bility by branch. This division of work offers the
following advantages:

(1) It limits the range of skills and knowledge
required of each personnel specialist and
thus helps to minimize the detrimental
effects of high personnel turnover.

(2) It facilitates training of new personnel.
(3) It increases the skill and output of indi-

viduals through concentrated attention to
a limited segment of personnel work.

6. Provisions for seven composite teams.
(1) Each branch of the Personnel Service

Division, except the Administrative Ma-
chine Branch, provides a functional team
to serve in each of the seven composite
teams. (For example, each of the seven
functional teams from the Personnel Man-
agement Branch consists of a Senior
Personnel Management Team Specialist
and two Personnel Management Team
Specialists.) Appendix 1-111 illustrates
the size of each functional team and the
resulting composite teams. A composite
team is shown in figure 1-1.

(2) Each composite team should serve a group
of units which represent approximately
one-seventh of the division. The composite
teams are staffed alike so it is important
that the groupings service similar numbers
of records. The personnel records of a
typical infantry division could be grouped
as follows:

Composite team
and

UntU
Headquarters Company,

Company,

3..-.

Headquarters
Division.

Headquarters and Headquarters
Support Command, and Band.

Supply and Transportation Battalion.
Maintenance Battalion.
Medical Battalion.
Administration Company.
Military Police Company.
Aviation Battalion.
Signal Battalion.
Engineer Battalion.
3 Brigade Headquarters and Headquarters

Companies.
2 Infantry Battalions.
3 Infantry Battalions.
3 Infantry Battalions.
Cavalry Squadron.
2 Tank Battalions.
Division Artillery.

(3) The composite team provides the following
advantages:

(a) Adapts to space limitations. The Per-
sonnel Service Division will operate best
in one building. However, if it is not

Bgpt
Clk

Con
Sp

Proc
CUt

Figure 1-1.
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possible to obtain a single building of
adequate size, a division into smaller
units will be necessary. Seven com-
posite teams, representing 168 personnel,
provide greater flexibility for the per-
sonnel officer in regard to space require-
ments because each composite team can
be separated from the others. A com-
posite team of 24 personnel may be
housed in two medium-size general
purpose tents in the field and the organi-
zational structure remains intact. Addi-
tional discussion of the physical layout
in, garrison and the field is included in
chapter 2.

(6) Facilitates direction by the branch
chiefs. Each functional team includes a
noncommissioned officer or senior spe-
cialist and thereby provides a channel
for the branch chief's technical super-
vision in each composite team. This
functional supervision insures uniformity
of procedures and a uniform application
of policies. For example, the Personnel
Action Branch Chief can implement a
new Department of the Army directive
or the division commander's policy on
such matters as elimination board actions
by providing instructions for seven
senior specialists. Chapter 2 also con-
tains a further discussion of supervision.

(c) Simplifies the responsibilities of inter-
mediate supervisors. The noncommis-
sioned officer or senior specialist in each
composite team provides a specialized
personnel service to a fixed number of
divisional units. This arrangement elim-
inates confusion over the scope of his
responsibility which might otherwise
prevail in an organization as large as the
Personnel Service Division, and permits
.him to develop a close working relation-
ship with a limited number of subordi-
nates and personnel staff NCO's in
battalions or brigades. For example,
figure 1-2 illustrates that a Pay Team
Leader in a composite team serving 3
infantry battalions receives technical
guidance from the Military Pay Branch
Chief, provides supervision for 6 pay
specialists, and deals with only 3 per-

sonnel staff NCO's on military pay
matters. These simplified responsibili-
ties permit a quick reaction on the part
of all concerned. For example, a per-
sonnel staff NCO seeking pay informa-
tion or assistance shares the time and
attention of the Pay Team Leader with
only 2 other personnel staff NCO's
instead of 26 others. This short reaction
time provides the personal service de-
sired by commanders.

CHIEF,
EUf BRAHC8

Figure 1-g.

(d) Clari&es the point of contact for per-
sonnel staff NCO's. A personnel staff
NCO in a battalion or a brigade should
experience no difficulty in understanding
the organization of the Personnel Service
Division or his precise contact on any
matter because almost all of his personnel
support is represented in one composite
team. There are two types of excep-
tions. First, the Office Services Unit is
responsible for the publication and
distribution of all orders, therefore, a
personnel staff NCO should deal directly
with that unit on such matters. Sec-
ondly, a personnel staff NCO should deal
with a functional team member in the
composite team on routine matters in-
volving Reports, Processing or Control,
and contact the Reports, Processing or
Control Team Leader only on unusual
matters. For example, a personnel
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staff NCO should contact a reports
clerk in the composite team on questions
about an existing report; he should
contact the Reports Team Leader to re-
quest new reports or changes in report
formats.

(«) Provides for organizational integrity.
Nearly all of the personnel management
and administration for a divisional unit
is performed within a composite team.
The exceptions are the services rendered
by the Office Services Unit. A company
or battalion commander visiting the
Personnel Service Division, for example,
needs only to visit one location and talk
with a limited number of personnel to
gain a complete understanding of the
personnel service available to his unit.
Likewise, the personnel specialists are
able to render more efficient and prompt
service when they are able to devote
their undivided attention to a unit. For
example, a personnel management Spe-
cialist should develop a thorough under-
standing of the MOS requirements
within the battalion he serves due to
the continuous assignments and classi-
fication actions performed; in addition,
he will have a good basis for understand-
ing the priorities established by the
battalion commander.

(/) Simplifies the routing of source docu-
ments. A number of source documents
must be used by personnel specialists
in more than one functional branch.
The routing of such documents to large
branches organized on a functional
basis could result in a complex trans-
mittal pattern, delay or loss. It is
considerably less likely that a source
document will be lost after arrival in a
composite team and delay should be
reduced to a minimum because the func-
tional team members comprise the com-
posite team. Routing a morning report
serves as a good example because the
procedural guidance, illustrated in figure
1-3, provides that each of two copies
are routed through functional team
members representing all four branches
in the composite team.

#3 COPT RSQfflS REPRODUCED COPT

PERSOHEEL
ACTTOff

SlECIALISTl

PERSOHHEL
4ABAOEHENT
SPECIALIST

Figure 1-S.

(g) Simplifies internal communications. Re-
quests for information, assistance and
various personnel records pose a problem
similar to that of routing source docu-
ments. An organization providing for
independent functional branches would
present a serious obstacle to necessary
coordination whereas the composite
teams physically group the personnel
specialists who must work together.
For example, almost all of the tasks
performed by a personnel action spe-
cialist require a review of the 201 file
maintained by a records clerk.

(Ji) Provides for detachments. The Person-
nel Service Division must be capable
of responding to changing conditions,
and one such case may be a requirement
to provide direct second echelon per-
sonnel support to units detached from
the division. Normally, only the combat
elements are subject to detachment.
In this event, a second echelon support
team may be separated from the com-
posite team without hindrance to the
composite team because the detached
personnel specialists will have worked
continuously with the same unit records.
Figure 1-4 illustrates a typical second
echelon support team for an infantry
battalion. A Records or Pay Team
Leader should assume charge of a second
echelon support team from the time it is
detached from the Personnel Service
Division until it is reported to the
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responsible 8-1. The Records or Pay
Team Leader again assumes charge of
the team upon detachment from the
battalion and will retain control until it
is returned to the physical control of the
Chief of the Personnel Service Division.
On the occasion of a detachment with no
subsequent attachment to another divi-
sion, the battalion S-l and personnel
staff NCO assume the duties of the per-
sonnel officer and personnel sergeant,
respectively.

e. Provision for a Machine Processing Unit.
(1) The provision for a Machine Processing

Unit represents the most significant de-
parture from the usual division personnel
support and, of course, necessitates the
centralisation of personnel records. The
division commander and higher command-
ers have had punched card machine sup-
port for some time, however, that support
represented only a residual capability
because the primary mission of machine
activities has been service to Headquarters,
Department of the Army or other special
purposes. The Machine Processing Unit
support is designed to provide direct
personnel management and administration
service to the division commander.

(2) The Machine Processing Unit contains an
authorisation for equipment with proven
capabilities as an initial phase in the
transition to advanced equipment and

(3)

AR 600-16

systems. Accordingly, the initial applica-
tions are limited to the machine prepara-
tion of the presently required rosters,
reports and military pay vouchers which
are both time consuming and subject to
error when manually prepared.
In the event the Personnel Service Division
is designated to function without punched
card equipment, the following note refer-
ence changes to TOE 12-37E or TOE
12-157E, as applicable, should be made in
the general order which activates the
Administration Company:

(a) Military Pay Branch. Add—
Mac
titg HOB to Oraim

Unit Pere Tech.. ......... W-... 711AO..... 1... WO
(6) Personnel Records Branch. Add—

U03 to
Ok— ..... E...,- 71610.. ... 14.. E-4

Clerk-Typist..... ..,...,.. E..... 71110..... 2... E-4
(c) Personnel Management Branch. Add —

aeric-Typirt....... ..
Per Mgt Team Sp._, _

titt 1108 to Ora*
.... E— .- 71110..... 2... E-4
._.. E..... 716.20-.., 11.. E-4

(d) Administrative Machine Branch. Delete
entire paragraph. Add—

Id**- Jtvm-
D<*t*atia* (xty UO8 to Orofe

Chief.................... 0...,. AG2120_. 1... U
AdmSupv................ E.-..- NO71760. 1— E-6
Adm Spec................ E..... 71710..... 3.i. E-5
SrOk-TypUt...!-......,.. E-,.- 71120..,.. 1... E-5
Clerk-Typist...,.......... E..... 71110..... 6... E-4
AdmMsgClk—.......... E—- 71000..... 3... E-3
Mimeo Op................ E..... 71000. — . 1... E-3

BAXXAblCH
8-1

fiffiCIAIJgP(l)

HBCCBS8
TEAM

IBADER(l)
ACHCH

SPECIALIST (2)

HEOOHD8
CL&SE
(a)

CCKffiOL,
REPGKTS,

ffiOCESSIHO
SFECIALISTS(2)

Fiffwl-4-

1-5

ZapataMP
Pencil

ZapataMP
Pencil



AR 600-16

Section m. SPECIAL PURPOSE TEAMS

1-5. Incoming replacement processing team. a.
The personnel processing of replacements is an
important part of the total replacement processing
and should be scheduled as early as possible. In-
processing should be performed in the Replacement
Detachment except when there are fewer than 50
replacements. The Incoming Replacement Process-
ing Team should be thoroughly trained in its duties
in order to perform accurately and efficiently the
complete initial processing procedure. This will
enable the unit commander to utilize the replace-
ment upon arrival and in addition will eliminate a
number of subsequent visits to the Personnel Service
Division.

b. The Incoming Replacement Processing Team
will be organized from representatives furnished by
the Personnel Management, Personnel Records,
Personnel Action and Military Pay Branches.

c. From information on the number of replace-
ments to be processed the chief personnel manage-
ment NCO must determine the number of personnel
specialists required to accomplish the inprocessing.
To simplify this determination an inprocessing team
requirements formula should be devised to show the
number of personnel specialists required to process
different numbers of replacements and must be
modified as experience proves necessary. A sample
formula is shown in appendix 1-FV.

d. The chief personnel management NCO desig-
nates a Senior Personnel Management Team
Specialist as the team supervisor. The chief per-
sonnel management NCO furnishes the date and
time for the processing and his personnel require-
ments to the chief noncommissioned officer of each
participating branch.

e. During the inprocessing of replacements the
following functions will be accomplished:

(1) A unit of assignment will be determined
(Procedure 3-15).

(2) All personnel records will be audited (Pro-
cedures 6-1 and 6-2).

(3) The replacement receives all back pay and
travel and related pay due (Procedure 5-1).

(4) A Personal Affairs Envelope will be pre-
pared (Procedure 4-26).

(5) Personnel information for unit commanders
will be prepared (Procedure 3-15).

f. The inprocessing team should correct only

those records which require information from the
replacement.

g. The division finance officer/and the staff judge
advocate should be notified of the number of
replacements to be processed in order that they
may plan their workload.

h. An officer assigned to the Replacement De-
tachment should be appointed to sign documents
requiring a witnessing or certifying officer.

i. When there are less than 50 replacements to be
processed, inprocessing should be accomplished in
the composite team at the Personnel Service Divi-
sion.

1-6. Outgoing personnel processing team. a.
The Personnel Service Division should plan for
Outprocessing on a daily basis due to the large num-
ber of troops served. Each day's workload will
represent soldiers from units throughout the division
and the processing of records maintained by one or
all of the seven composite teams in the Personnel
Service Division. In order to reduce the number of
soldiers reporting to the Personnel Service Division
and to minimize difficulties in routing and sched-
uling, an Outprocessing Team should be provided.
The Outprocessing Team should be held responsible
for insuring that all personnel records leaving the
Personnel Service Division are complete and current.
The Outprocessing Team should be provided facili-
ties in or near the Personnel Service Division, the
Transfer Point or the Replacement Detachment.
There may be occasions when the workload justifies
the Outprocessing Team functioning within a
battalion.

b. The Personnel Records Branch is responsible
for establishing the Outprocessing Team from
among personnel assigned to the composite teams.
General supervision and responsibility for the
organization of the team rests with the Processing
Unit Supervisor. The composition of the Out-
processing Team is dependent upon the workload,
and the Processing Unit Supervisor should provide
for a team which can complete the Outprocessing
in 1 day. A Records Team Leader normally will
be designated as the Outprocessing Team Supervisor.
The Processing Team should consist of pay and
records clerks. The assistant chief records NCO and
chief pay NCO should rotate the requirements for
Outprocessing assistance among the composite teams.
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The Records and Pay Team Leaders should assign
only well qualified personnel to the Outprocessing
Team.

c. All outgoing personnel should be processed as
rapidly as possible, and all processing of records
which can be completed in the Personnel Service
Division should be accomplished prior to the
arrival of the individual for Outprocessing. Pro-
cedures 6-5 and 6-6 provide instructions for
complete Outprocessing of records both prior to and
after an individual reports to the Outprocessing
Team. Procedure 6-4 furnishes additional instruc-
tions regarding formation and operation of the
Outprocessing Team itself. The Processing Unit
Supervisor by following this procedure should be
able to determine the Outprocessing Team require-
ments at least 1 week in advance. At the same
time, the designated Outprocessing Team Super-
visor is notified of his duty assignment, and shortly
thereafter receives a list of the personnel who will
comprise his team and a list of the soldiers scheduled
for processing by the team. The Pay and Records
Team Leaders are charged with the responsibility
for delivering the personnel records to the Processing
Unit Supervisor, who in turn provides them to the
Outprocessing Team Supervisor.

1-7. Military Pay Team. a. Experience indi-
cates that pay inquiries, complaints, and problems
are a major cause for visits to the Personnel Service
Division. Since the basis for these inquiries,
compaints, and problems often originate with the
pay specialist, the Personnel Service Division must
be responsible for their solution. To meet this
responsibility without individual visits to the
Personnel Service Division, Military Pay Teams
should be organized to answer questions and resolve
problems in the battalion area.

6. A Military Pay Team should be composed of
the two pay specialists who normally serve the
battalion. Each pay specialist may serve on
alternate months if the inquiry workload U reduced.

c. The Military Pay Teams should visit each
battalion on payday and be available at other times
upon call from the personnel staff NCO. The team
should use a form letter "Request for Information"
to record the questions they cannot answer without
reference to the individual's pay records. A
suggested form letter is shown in appendix 1-V.

d. Upon return to the Personnel Service Division,
the Military Pay Teams will reply promptly to the

inquiries through use of the "Request for Informa-
tion" form letter. These replies should be routed
through the Pay Team Leader to insure that they
are promptly handled. "Request for Information"
forms will also be received on occasions other than
payday.

c. Pay Team Leaders should also visit the bat-
talions on payday to determine the volume and
nature of pay problems. Pay Team Leaders should
contact the personnel staff NCO's for information
on the nature of the pay inquiries to resolve problem
areas.

1-8. Personal affairs team. a. All Army divisions
are responsible for maintaining a readiness capability
of varying degrees dependent upon the division
mission and station. Accordingly, emphasis should
be given to operating procedures which will minimize
the time required for officer and enlisted per-
sonnel to complete their personal affairs. Com-
manders should be able to expect that the
Personnel Service Division has provided continual
assistance to their personnel so that the final proc-
essing of personal affairs will not hinder the unit if
an emergency situation arises. To meet this
responsibility, each Personnel Service Division
should determine which parts of the Personal Affairs
Envelope are appropriate to the division's mission
and station, and provide for the preparation and
periodic review of those inclosures.

b. The Personnel Action Branch is responsible for
the organization and control of Personal Affairs
Teams. Teams will be organized to provide simul-
taneous service for each battalion and separate
company by assigning a team member for each
company size unit. A representative of the Personnel
Action Branch should be assigned to each battalion
to answer inquiries of the other team members while
also processing a company size unit. Alternate team
members must be designated in advance to provide
service during leave or other absences of the assigned
team members. Personnel Management Team Spe-
cialists and reports clerks should not be designated
as team members or alternates because they have
other important duties which coincide with the
Personal Affairs Team activities.

c. A Personal Affairs Envelope should be prepared
during inprocessing as described in Procedure 4-26.
The Personal Affairs Envelope should accompany the
individual to his unit of assignment and remain at
the unit level. The forms within the Personal Affairs
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Envelope should be completed in detail except for
the signature and effective date which would be
entered in the event of an emergency.

Affairs Envelope, the Chief, Personnel Action
Branch should periodically direct the personnel
action specialist to assemble the team and proceed
to the designated battalion or separate company to

d. In order to provide for review of the Personal accomplish the review (Procedure 4-27).

Section IV. APPLICATION TO SEPARATE BRIGADES

1-9. Organization, a. The organizational struc-
ture of the Personnel Service Division in a separate
brigade having 3 composite teams is illustrated in
appendix 1-VI. A Machine Processing Unit is not
authorized in the brigade because it is not feasible
to employ punched card machines to service the
reduced strength of a separate brigade. The pro-
cedures contained in chapter 7 which are applicable
to the Office Services Unit of the Administrative
Machine Branch are more properly performed by
the Adjutant General's Administrative Services
Division with the exception of orders writing.and
the preparation of extract copies of morning reports.
One of the administrative specialists (grade E-5)
assigned to the Administrative Services Division
should be assigned to the Office of the Personnel

Officer to edit orders requests and prepare orders.
Preparation of extract copies of morning reports
is a responsibility of the Personnel Records Branch.

6. When there are more than 3,000 troops served
by the Personnel Service Division the organization
should be composed of composite teams staffed
to accommodate a grouping of units whose combined
strength does not exceed 2,250. Each composite
team would be organized along functional team lines
as well. When there are less, than 3,000 troops
served by the Personnel Service Division the use of
composite and functional teams is not efficient due
to the necessary supervisory duplication involved.
In this case the organization as prescribed in DA
Pam 600-8 should be employed.
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APPENDIX 1-1
ORGANIZATION CHART—PERSONNEL SERVICE DIVISION
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PROCEDURE 3-1
CLASSIFICATION AND RECLASSIFICATION OF ENLISTED PERSONNEL

References. Procedures 10-1-3 and 11-1-3, AR
600-17; AR 6H-201, AR 611-202
(Classified), AR«11-203, DA Pam
600-8, DA Pam dll-8.

Procedure
1. The senior personnel management specialist

screens the Personnel Information Roster (PIR)
monthly and the morning report daily to identify—

a. Soldiers performing on-the-job training (OJT)
to qualify for award of a new PMOS. \

6. Soldiers performing duties to qualify for award
of an MOS in the pattern of normal progression from
their present MOS as shown in DA Pam '611-8.

c. Soldiers laterally appointed as NCO's or
specialists.

d. Soldiers appointed to a liigher NCO or spe-
cialist pay grade.

e. Soldiers reduced to pay grades not commen-
surate with MOS held.

2. For soldiers under paragraph la and b, if the
unit commander enters remarks on the PIR 'to
indicate successful completion of training within a
reasonable period of time (60-120 days), the senior
PM specialist—

a. If the action is classification in an MOS in the
pattern of normal progression from the current
PMOS as shown in DA Pam Gi l 8, prepares a
request for orders, signs and forwards to the Office
Services Unit.

6. If the action is classification in an MOS outside
the normal progression from the current PMOS as
shown in DA Pam 611-8—

(1) Prepares 3 copies of an overprinted DA
Form 1049 (fig. 3-1.1).

(2) Forwards the original and 1 copy to the
PM officer for review, signature and
dispatch.

(3) Retains 1 copy in the 31-day suspense file
pending reply from the unit.

3. Upon return of the DA Form 1049 from the
unit, the senior PM specialist reviews the reply and
takes one of the following actions, as appropriate:

a. Prepares, signs and forwards a request for
orders to the Office Services Uni t when the reply
indicates agreement between the unit commander
and soldier for redesignation of a PMOS.

6. Prepares the case for MOS classification board
action when the reply indicates agreement between
the unit commander and soldier but will result in
the withdrawal of a VPMOS (Procedure 3-3).

c. Prepares the case for MOS classification board
action when the reply indicates disagreement
between the unit commander and the soldier
(Procedure 3-3).

4. If the unit commander docs not enter remarks
on the PIR to indicate successful completion of
OJT within a reasonable period of time (120 days),
the senior PM specialist—

a. Prepares 3 copies of an overprinted DA Form
1049 (fig. 3-1.2) requesting an explanation of the
delay and a date by which the soldier may be
expected to become qualified.

(1) Forwards the original and 1 copy to the
personnel management officer for review,
signature and dispatch.

(2) Retains 1 copy in the 31-day suspense file
pending reply from the unit.

6. Suspends the future classification actions upon
receipt of an affirmative reply or consults with the
chief I'M NCO upon receipt of a negative reply.

5. For soldiers under paragraph Ic and d, if the
present MOS and/or skill level digit is not compat-
ible with the new NCO or specialist status, the senior

-PM specialist refers to AR 011-201 or AR 611-202
(Classified), and determines the appropriate MOS
a^id/or skill lever digit, prepares a request for orders,
si^ns and forwards to the Office Services Unit.

For soldiers under paragraph le, the senior PM
specialist prepares 3 copies of an overprinted DA
Form 1049 (fig. 3-1.1) requesting that the unit
commander determine if withdrawal of the 4-digit
PMOS or the fourth digit only is appropriate.

a. Forwards the original and 1 copy to the PM
officer for review, signature and dispatch.

b. Retains 1 copy in the 31-day suspense file
pending reply from the unit.

7. Upomreturn of the DA Form 1049 from the
unit, the senior PM specialist reviews the reply
and—

a. If the unit commander determines that the
4-digit PMOS\should be withdrawn and requests
retraining in a new MOS, prepares the case for clas-
sification board action (Procedure 3-3), or
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AR 600-16 ,

b. If the unit commander determines that only 9. When a soldier is appointed to a higher grade
the fourth digit should be changed, prepares a in an MOS other than his current PMOS, the senior
request for orders, signs and forwards to the Office specialist—
Services Unit. a. Prepares a request for orders to designate the

-MOS in which appointed as his PMOS and to
8. The personnel management officer reviews and redcsignate the old PMOS as his S-MOS.

signs all classification and ^classification corre- b. Signs the request for orders and forwards to
spondence prior to dispatch to the unit. the Office Services Unit.
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AR 600-16

P E R S O N N E L A C T I O N
fAJ? 340- I S )

D A T £ S-15 Aug 61
10 AUK 61

Flit KCHHCHCC SWSJFCT

Reclafisiflcation of Enlisted Personnel
TO:

CO, Co B, 19th Inf
Ft Miner, Utah

N O

1

2

P R O C E S S

(I) The Personnel Information Ros1
remark Indicating that Sjft g-J ^e,rrv R.
unit, is considered qualified in his DMC
forwarded to the individual concerned f<
redesignation of his present PMOS 763. 6C

( ) (Disciplinary action taken age
, a member of your urd

PMOS or chanee in the fourth c
notified whether withdrawal of the 4 dig
-4th digit only is contemplated. In any
to conform to his new grade.

FOR THE COMMANDER:

_>•

THRU: CO, 3d Bn, 19th Inf FROM: CO
TO: CG, 99th Inf Div

Attn: Fers Mgt Br

In compliance with Comment Nr 1, tl

(X) EM concurs in redesignation oj
( ) EM does not concur in redesigr

Action is requested.
( ) O! does not concur in redesigi

to a different duty position \
Information Roster*

( } Classification board action it
( ) Withdrawal of PMOS (is)

Board Action (is) (is not) rec
( ) Request skill level digit be <
( ) Adjust skill level to conform

*/
"I" appropriate block.

FBO«:
CG, 99th Inf Div
Ft Killer, Utah

Hi *CT I O W S

ter verified as of 31 Jul 61, contains a
Morrlsr HA ^ £76 5$lr A member of your

yS 111.60. Request this correspondence be
sr concurrence or non-concurrence in the
1 to FMOS 111.60.

dnat) (Reduction of)
t, could result in withdrawal of his
liglt only. Request this headquarters be
;it FMOS is contemplated or change of the
event the fourth digit must be adjusted

JOHN W. SMITH
Capt, AGC
Asst Adj Gen

Co B, 19th Inf U Aug,.6l

le following information is furnished:
r his PMOS 768.60 to PMOS 111.60.
lation of his PMOS, Classification Board

lation of his FMOS. EM is being reassigned
thich will be shown on the Personnel

i requested.
(is not) contemplated, Classification
[uested.
:haneed from to .
to new grade.

THOMAS U. UNTCN
Capt, Inf
Commanding

USE fLAlH rAPSt fO* CONTINUATION OF COMMENTS

DA COITION AJ i OCT »». VMICM i» OBSOLETE
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AR 600-16

PERSOHHEL ACTION
MR 340-15)

THRU: CO, 3d Bn, 19th Inf
TO: CO, Co "B", 19th Inf

04" S-10 Aug 61
__ 5 Aug 61

On-The-Job Training
FROM: CG, 99th Inf Wv

Ft Miller, Utah

1* The Personnel Information Roster verified for the period
Jul 61, does not reflect a remark Indicating SP1* Walter R. Tnman, RA 191*63652,

Us successfully completing On-the-Job Training In his DMOS 111.10.

2. Since the soldier has been performing duty In this position for a
reasonable amount of time (120 days), request this headquarters be furnished an
explanation of the delay in qualifying for av&rd of the M36 or a date by vhich
;he soldier may be expected to become qualified.

FOR THE COWANDER:

V. Smith
Capt, AOC
Asst Adj Gen

USE PLAIN PAPft fog CONTINUATION or COMHWTS

DA.^..1049 OKI lit) O

Figure 3-1.$.
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AR 600-16

PROCEDURE 3-2
AWARD OP ADDITIONAL MOS TO COMMISSIONED AND WARRANT OFFICERS

References. AR Gil-101, AR GH-102 (Classified),
AR 611-103, AR 611-112, AR 611-
113 (Classified).

Procedure
1. When Personnel Information Rosters (Proce-

dure 3-18) have been verified and returned from
units and staff sections, the senior personnel man-
agement specialist—

a. Screens the rosters to identify officers and
warrant officers who have performed duties in other
than their PMOS for a period of 60 or more days.

b. If there are officers who have performed duties
in an MOS other than their PMOS for GO or more
days, takes the following actions:

(1) Obtains the 201 files from the records
clerk and screens the Officer Qualification
Record (DA Form 66) to determine if tho
MOS has been awarded us an additional
MOS.

(2) Prepares 3 copies of an overprinted DA
Form 1049 (fig. 3--2.1) addressed to the
officer's immediate superior, if the MOS
has not been awarded as an additional
MOS.

(3) Signs and dispatches the original and 1
copy of the DA Form 1049 to the officer's
immediate superior.

(4) Places a copy of the DA Form 1049 in the
31-day suspense file. Destroys the sus-
pended DA Form 1049 upon return of the
reply from the unit.

2. Upon return of the DA Form 1049 from the
unit, the senior PM specialist determines if the
MOS is approved for award as an additional MOS.

a. If award of the MOS is approved, and provid-
ing the approving officer is not the officer's com-
manding officer—

(1) Prepares a comment addressed to the
officer's commanding officer requesting
that he notify the officer of the MOS award.

(2) Signs the comment for the personnel man-
agement officer and dispatches the cor-
respondence to tho commanding officer.

b. If award of the MOS is disapproved, suspends
the action for 4 months, then repeats the steps in
paragraph 16(2) through (4).

c. If, at the end of 6 months from the date of
assignment to the duty position, the officer is still
not considered qualified for the award of the addi-
tional MOS, the senior PM specialist forwards the
disapproved DA Forms 1049 to the chief personnel
management NCO for review.

3. The chief PM NCO reviews and discusses the
classification action with the PM officer.

4. The PM officer contacts the officer's immediate
superior and/or command ing officer to determine
which action under section II, AR 611-103 will be
taken.

5. Award of additional MOS for warrant officers
is subject to approval by the Department of the
Army. The basis for and conditions under which
additional MOS may l>e awarded to warrant officers
are prescribed in section IV, AR 611-103 and AR
611-112.
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AR 600-16

PERSONNEL ACTION
(AR 340-H)

fl Jul 61
6 Jul 61

Av&rd of Additional HOB
TO:
Battalion Supply Officer
l«t Bn, 19th I»f, 99th Inf Div
Fort Killer, Utah

FRO*:

CG, 99th Inf Div
Port Miller, Utah

FROCFiS i»f. AC'

Personnel records Indicate that gd Lt Harold Z. Killer, 013̂ 6789 has
fulfilled the mlniBMB training requirement to be" awardeS an additional M38
of top, UP Section n, AK 611-103. As the officer's lanediate superior,
request your coonents hereoo and return of this correspondence through channels

FOR THE CCM4ANDKR:

JDfflT V. SMITH
Capt, AGC
Asst AdJ Gen

USE. H.AIM fAfOI fOK CONTINUATION OF COttX&TS

DA.?c* ..1049 CFO 1*11 O • M4'14

Figure 3-2.1.

i
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AR 600-16

PROCEDURE 3-3
MOS CLASSIFICATION BOARD PROCEEDING—ACTION REQUESTED BY UNITS

References.

Procedure

Procedures 10-1-3 and 11-1-3, AR
600-17; AR 611-201, AR 611-203.

1. Upon receipt of a DA Form 1049 from a unit
requesting M OS classification board proceedings, the
senior personnel management specialist—

a. Obtains the 201 file from the records clerk.
b. Evaluates the comments by the soldier and by

the unit arid battalion commander.
c. Prepares a letter in 3 copies to refer the case to

the president of the appropriate MOS classification
board.

d. Attaches the DA Form 1019 roqueting board
proceedings to 2 copies of the letter and forwards to
the chief personnel management NCO for review.

c. Retains I copy of the letter for reference unt i l
the board convenes.

/. Returns the 201 file to tho records clerk.

2. The chief PM NCO reviews, signs and dis-
patches the letter to the president of the board.

3. On the date the board convenes, the personnel
management specialist —

a. Obtains the 201 file from the records clerk.
6. Delivers the 201 file to the president of the

board.
c. Assists the president of the board as required.
d. Returns the 201 file to the records clerk.

4. Upon receipt of the board proceedings, the
senior PM specialist—

a. Examines the board proceedings to determine
if the board was conducted in accordance with
section IX, AR 611-203.

6. Examines the board findings and recommenda-
tions to determine if training in a new MOS was
recommended.

c. If training in a new MOS was recommended—
(1) Determines if training in the recommended

MOS is authorized by current DA and local
directives governing MOS classification
procedures.

(2) Determines if the soldier meets the mini-
mum physical profile requirements for the
MOS as shown in AR 611-201.

(3) Prepares an informal note indicating the
soldier can or cannot be trained in the
recommended MOS. Forwards the note
together with the board proceedings to the
personnel management officer.

d. If retention of the soldier's PMOS is recom-
mended, forwards the board proceedings to the PM
ofiicer.

"). The PM officer reviews and takes one of the
actions required by section IX, AR 611-203.

a. Prepares an informal note indicating the
final action.

b. Gives the board proceedings and the note to
the chief, PM NCO.

G. The chief PM NCO prepares a comment to the
DA Form 1049 which requested MOS classification
board proceedings. Includes the final action on the
case and requests that the soldier be informed.

a. Signs and dispatches to the unit.
b. Forwards the original copy of the board pro-

ceedings to the appropriate records clerk for in-
clusion in the 201 file.

c. Forwards a duplicate copy of the board pro-
ceedings to the central files in the Office Services
Unit.

7. When final action on the case results in im-
mediate reclassification action, the chief PM NCO
prepares a request for orders, signs and dispatches to
the Office Services Unit.
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AR 600-16

PROCEDURE 3-4
MOS CLASSIFICATION BOARD PROCEDURE—FAILURE TO VERIFY QUALIFICATION IN MOS

References. AR 611-201, AR 611-203.

Procedure
1. Upon receipt of MOS test evaluation scores

from the test control officer (TCO), the senior
personnel management specialist—

a. Determines the names of soldiers having an
evaluation score of less than 70.

b. Obtains the 201 files from the records clerk.
c. Determines whether the test was a 1st, 2d or 3d

MOS test failure.
d. For cases involving 1st or 2d MOS test failures,

prepares a letter (fig. 3-4.1) in 3 copies to the unit
advising the commander that the individual must
appear before an MOS classification board.

e. For cases involving 3d MOS test failures,
prepares a letter (fig. 3-4.2) in 3 copies to the unit
directing the commander to initiate hoard action
under the provisions of AR 635-209.

/. Signs the letter for the personnel management
officer and dispatches 2 copies to the unit.

g. Suspends I copy of the letter pending reply
from the unit commander.

h. Returns the 201 file to the records clerk.

2. Upon receipt of a reply to tho letter (par. J r f ) ,
the senior PM specialist—

a. Prepares a letter in 3 copies, referring the case
to the appropriate MOS classification board.

6. Attaches the statements from the unit to 2
copies of the letter and forwards it to the chief

personnel management NCO for review and dis-
patch.

c. Retains 1 copy of the letter for reference until
the MOS classification board convenes.

3. The chief PM NCO reviews the letter and
attachments, and dispatches it to the president of
the MOS classification board.

4. On the date the board convenes, the personnel
management specialist follows the procedure in
paragraph 3, Procedure 3-3.

5. Upon receipt of the classification board pro-
ceedings from the president of tho, board, the
senior PM specialist follows the procedure in
paragraph 4, Procedure 3-3.

6. Upon receipt of the case from the PM special-
ist, the PM officer follows the procedure in para-
graph 5, Procedure 3-3.

7. The chief PM NCO prepares a letter to the
unit commander indicating the final action and
requesting that the soldier be informed—

a. Signs and dispatches to the unit.
b. Follows the procedure in paragraph 6?> and c,

Procedure 3-3.

8. When final action results in immediate re-
classification action, the chief PM NCO follows
the procedure in paragraph 7, Procedure 3-3.
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AR 600-16

99EB BEAKER* BIVISICH
FCRT MTTJJR, OTAH S-9 August 1961

2 August 1961

SUBJECT: MOS Test Evaluation Failure

TO: CoBBBsndlng Officer
Company C, 1st Battalion
19th Infantry
Fort Miller, Utah

1* MOS test evaluation scores received during Jul 6l
indicate that Sgt £-5 Robert L> Mason, RA JA639BTT» » aenber of
your organization, failed to attain a TrrtTVfTOm score of 70, there-
by fulling to rerify qualification in his IMOS 111.60.

2. Personnel records indicate this to be a 3d MOS test
failure. Section VH, AR 611-203, requires that soldiers vlth
1st or 3d MOS test evaluation fail-ores appear before an MOS
classification board.

3. Request a statement concerning the Individual be fur*
Dished as an inclosure hereto. The statement should include, but
is not limited to, a summary of duties performed, conduct and
efficiency, and facts or circumstances possibly affecting test
performance and recommendations. Statements by the enlisted man's
immediate superiors may be attached*

k, notification of the date, time and place of the board
proceedings vill be furnished by this headquarters*

PQR THE COMAKER:

VGBH W» SMITH
Capt, AGC
Asst AdJ Oen

Figure 3-4.1.
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AR 600-16

HEADQUARTERS
99TH IHFAMSY Division

FORT MHJ£R, OTAH S-12 August 196l

1 August 1961

SUBJECT: Elimination UP AR 635-209

TO: Cooaanding Officer
Company A, 1st Battalion
Iteh Infantry
Port Miller, Utah

1. MOS test evaluation scores received during Jul 6l
indicate that SPJf Albert H. Henderson, RA 351*862?9. a member of
your organization, failed to attain a ml nljixm score of 70, there-
by fulling to verify qualification in his PMOS 111.1D.

2* Personnel records indicate this to be a 3d MOS test
failure. Section VII, AR 611-203, requires that soldiers with 3
MOS test evaluation failures appear before a board convened under
the provisions of AR 635-209.

3. It is directed that necessary action be initiated referr-
ing the case to the appropriate board convened under the provisions
of AR 635-209, and this headquarters be advised of action taken not
later than the suspense date.

FOR THE COMAKER:

JOHH W. SMITH
Capt, AGC
Asst AdJ Gen

figure 3-4-S.
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AR 600-16

PROCEDURE 3-5
ARMY LANGUAGE PROFICIENCY TESTING

Reference. AH 611-6.

Procedure
1. Upon receipt of Language Proficiency Test

results from the tost control officer (arrangements
for testing may he made by the individual or
through his unit), the personnel management
specialist—

a. Obtains the 201 file from the records clerk.
b. Screens the DA Form 20 (Enlisted Qualifica-

tion Record) or DA Form 60 (Officer Qualification
Record), as appropriate, and determines if the
test is an original or retake.

c. If the test is an original and ratings are "poor"
on both parts-

CD Returns the 201 file and the test results to
the records clerk with instructions to
post the qualification record and destroy
the t-::st results.

(2) Contacts the appropriate personnel staff
XCO and requests that hv notify the
individual of the lest results.

d. If the tost is an original and ratings on either
part are "good" or "fair" or the test is a retake and
the ratings on both parts ;ire "poor"—

(1) Contacts the appropriate personnel staff
NCO and requests that he arrange an
appointment for the individual to report
to the Personnel Service Division for
interview.

(2) Suspends the 201 file and trst results for
the date of the appointment.

2. On the date of the appointment, the
specialist—

a. Prepares a DA Form 330 (Language Fluency
Questionnaire) in an original copy only (items 0
through 13 are completed on enlisted personnel
only) based on —

(1) Personal interview with the individual.
(2) Information contained in the 201 file.
(3) The test results.

b. Prepares a memo routing slip addressed to
the individual's unit commander with instructions

to forward the DA Form 330 with the unit morning
report.

c. If the test was an original and a linguist
special qualifications digit or 2-dipit language code
has teen previously awarded—

(1) Attaches the memo routing slip to the
DA Form 330.

(2) Forwards the DA Form 330 to the chief
personnel management NCO for review.

d. If the test was an original and a linguist
special qualifications digit or 2-digit language code
has not V>een previously awarded-

(1) Prepares a request for orders awarding the
special qualifications digit or 2-digit lan-
guage code.

(2) Attaches the memo routing slip to the
DA Form 330 and forwards it together
with the request for orders to the chief
P.M NCO for review.

e. If the test is a retake and the ratings on both
parts are "poor"—

(1) Determines if a special qualifications
digit or 2-digit language code has been
previously awarded.

(2) Prepares a request for orders to withdraw
the special qualifications digit or 2-digit
language code if previously awarded.

(3) Attaches the memo routing slip to the DA
Form 330 and forwards it together with
the request for orders to the chief I'M
NCO for review.

/. Returns the 201 file and the. test results to the
records clerk with instructions to post the quali-
fication record and destroy the test results.

3. Upon receipt of the above mentioned docu-
ments, the chief PM NCO—

a. Reviews, signs and dispatches the request
for orders to the Office Services Unit, if applicable.

6. Reviews the DA Form 330 and gives it to
the personnel management officer for review, sig-
nature and dispatch to the unit.

4. The I'M officer reviews, signs and dispatches.
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AR 600-16

PROCEDURE 3-6
REQUESTS FOR RETESTING FOR APTITUDE AREAS

I

References. Procedure 11-1-12, AR 000-17; AR
10-5, AR 10--50, AR Gil-201, AR
611-203, AH 621-5.

Procedure
I. Upon receipt of a request from the unit, the

personnel management specialist—
a. Obtains the 201 file from the records clerk.
b. Screens the request against the retest cri-

teria in AU 611-203
c. Prepares a comment to the test control officer

(TCO) requesting arrangements be made to ad-
minister the test, if screening indicates the request
is for a first retest and the individual meets the
criteria in AR 611-203, or

d. Prepares a comment addressed to the head-
quarters having authority to approve second
retcsts if screening indicates the request is for a
second retest and the individual meets the criteria
in AR 611-203, or

c. Prepares a comment returning the request to
the unit if the individual does not meet the cri-
teria in All 611-203. Includes the reason for failure
to meet the retest criteria.

/. Returns the 201 file to the records clerk.

2. The PM specialist forwards all requests for
retesting for aptitude areas to the chief personnel
management NCO for review, signature and dis-
patch. (The means and responsibility for notifying
the individual of the date, time and place to report
for testing is a matter of local policy.)

3. The chief PM NCO reviews the request,
signs for the personnel management officer, and
dispatches it to the TCO.

-1. Upon receipt of th< i test results from the
TCO, the PM specialist—

n. Obtains the 201 tile from the records clerk.
b. Computes the test scores to determine changes

in apt i tude area scores.
r. Returns the 201 file together wi th the test

results and the recompulation of the apt i tude area
scores to the records cierk for posting.

d. Contacts the appropriate personnel staff NCO
and requests that he contact the individual and
inform him of the test results and any changes in
aptitude area scores resulting from the retest.
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AR 600-16

DISPOSITION FORM
( AJt J40-IS)

OFFICE SYMBOL OR FILE REFERENCE SUBJECT

AB slgnBent of Replacements Report
TO Pers Off, PSD FROM Pers Mgt Br DATE 3 J^l bl CMT t

Div Afl PSD

1. Following IB a projected report of replacement personnel scheduled for
arrival *™-*ng the period 3-10 Jul 6l. Projected assignments are Indicated, tout are
not flrjn*

ORATE MQS BR

E-T (HC) 717-70 1

E-6 (HC) 111.60 12

B-fc (Sp) 111.10 30

E-U (Sp) 768.20 1

PROJECTED ASSIC2&CTT

(1) Division Gl

(3) 2d Ba, 19th Inf
i5) 1st Bn, 12th Inf
(*) 1st Ba, 19th Inf

(16 2d Ba, Urth Inf
(8 1st Ba, 19th Inf
(3 2d Bn, 19th Inf
(3 1st Bo, 32th Inf

(1) 2d Ba, Ifeth Inf

2. Following is a list of the actual minber of replacements received and
assignments effected for the period 23 Jun - 2 Jul 6l«

QRADB MOS HR

E-6 (HC) 111.60 12

E-5 (HC) 111.60 k

B-fc (Sp) 768.10 3

E-3 111.10 J*8

ACTQAL ASfftflBffiHT

U 1st Ba, 19th Inf
3 3d Ba, lUth Inf
2 2d Ba, 02th Inf
3 1st Ba, 12th Inf

(2) 2d Ba, 19th Inf
(2) 1st Ba, 12th Inf

(1) 3d Ba, Utth Inf
(1) 2d Ba, 12th Inf
(1) 1st Ba, 12th Inf

(12 3d Ba, 12th Inf
(9 2d Ba, 19th Inf

(11 2d Ba, Hub Inf
(16 3d Ba, 19th Inf

/ ^ . / ' SJjh^f'JS**'"*
//JCHH w. aura

Capt, AGC
Pers Kjt Off

DA,fF°t'."«2496 REPLACES DO FORM «, EXISTING SUPPOES OF WHICH WILL BE
ISSUED AND USED UNTIL 1 FEB •! UNLESS SOONER EXHAUSTED. ' «•*• wrMW""t rautnMortttti UUO-IUIU

S-14.1.
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AR 600-16

PROCEDURE 3-15
INITIAL ASSIGNMENT TO THE DIVISION—COMPANY LEVEL

References. AR 611-201, ARCH-202 (Classified),
AR Gil-203, AH 611-208, AH 614-
210, A R C 14-280.

Procedure
1. The senior personnel management specialist

receives information on incoming replacements
allocated to battalions and separate companies
served by his composite team from the chief per-
sonnel management XCO, and takes the following
actions:

a. Consider? assignment priority information
previously received from the chief PM NCO and
personnel staff NCO's.

b. Determines projected company assignments by
using the Personnel Inventory Report, Part I.

c. Contacts the appropriate personnel staff XCO.
(1) Informs him of the number of expected

replacements by MOS and grade, projected
for assignment to each company.

(2) Requests information concerning con-
currence of the projected assignments
and,'or changes in priorities for assign-
ments.

d. Posts the Personnel Inventory Report, Part I
(PIR). See Procedure 3-19 for preparation, posting
and use of the PIR, Part I.

2. On the date enlisted replacements arc to be
processed, the senior PM specialist having replace-
ments allocated for assignment to units of the
composite team he serves—

a. Obtains the replacement source information
from the chief PM NCO.

6. Reports to the Replacement Detachment.
c. Obtains the 201 files of the individuals to be

assigned to units served by his composite team.
d. Determines firm company assignments by—

(1) Screening each individual's 201 file.
(2) Interviewing each individual.
(3) Considering existing vacancies and pro-

jected loss information reflected on the
PIR, Parti.

(4) Considering assignment priority informa-
tion received from personnel staff NCO's.

e. Takes 201 files for replacements who cannot be
assigned to their original projected assignment,
e.g., individuals having a different MOS from that
reflected on the source of assignment information,

and individuals having MOS changes and changes in
grade for whom amendments to their orders have
not been received, to the chief PM NCO for deter-
mination of a new assignment.

/. Consults with the chief PM NCO on replace-
ments having special qualifications and /or training
for possible change of the original projected assign-
ment.

g. Completes item 29 of the Enlisted Qualification
Record (DA Form 20) and Section f» of the Knlisted
Service Record (DA Form 24), when necessary.

h. Prepares 2 copies of an alignment letter (tig.
3 1">.1) to the unit indicating recommended assign-
ments, and signs for the personnel management
officer.

(1) Holds the original copy of the letter to be
given to the senior enlisted replacement for
delivery.

(2) Holds the duplicate copy of the letter for
later use to--

(a) Post the Personnel Inventory Report,
I'art II.

(t) Insure that unit commanders confirm
assignments by the suspense date,

i. Prepares an information sheet (Incl 1 to fig.
.VI 5.1) and attaches as an inclosure to tho assign-
ment letter.

j. Prepares a request for orders assigning replace-
ments to companies.

k. Gives the 201 file to the replacement and
directs him to report to the inprocessing clerk for
further processing.

/. Posts the replacement source information
(Advance Oversea Returnee Lists, Advance Indi-
vidual Trainee Lists, Orders) to indicate the actual
arrival of replacements.

m. Returns to the Personnel Service Division.
(1) Posts the Personnel Inventory Report,

Part II.
(2) Gives the requests for orders to the chief

PM NCO for review, signature and dis-
patch to the Office Services Unit.

(;i) Returns the assignment source information
to the chief PM NCO.

3. The senior PM specialist designated as the
inprocessing team supervisor returns to the Re-
placement Detachment and performs the following
functions:
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a. Supervises the overall processing.
6. Attaches the information copy of the DA

Form 20 prepared by the records clerk, together
with the DA Form 1315 (Reenlistment Data Card)
received from the personnel action specialist, to
the appropriate assignment letter.

c. Gives the following documents to the senior
enlisted man assigned to each battalion or separate
company for delivery:

(1) The original copy of the assignment letters
with attachments.

(2) The Personal Affairs Envelope prepared
by the personnel action specialist.

(.'I) Copies of orders.
d. Notifies the replacement detachment com-

mander when the records processing is completed.
e. Returns to the Personnel Service Division.

AR 600-16

/. Gives the processed 201 files to the appropriate
Records Team Leader.

4. Upon return of the assignment letter from the
unit commander, the senior PM specialist reviews
the letter and—

a. Determines if duty assignments were made as
recommended, and insures that the TOE paragraph
and line number to which the individual is assigned
is indicated.

b. Insures that if assignments were not made as
recommended, that changes of assignment are
authorized by existing assignment and utilization
regulations.

c. Posts the Personnel Information Roster.
d. Forwards the letter to the appropriate records

clerk.
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AR 600-16

HBAEQOAKCBKS
99TH HHUHBDf BJVIfllCB

FOB! KILLER, OTaH B-ll May 1961

AQE8D-M 6 May 1961

SUBJECT: notification of

TO: OnroBnillng Officer
Company B, 1st Battalion
Urth Infantry
fort Miller, Otah

1. IndlYldual(a) listed belcv (bare) (baa) been assigned to
your organization this date. AsslgnBent(s) (were) (vss) »ade
baaed on existing vacancies, assignment priority infornatloa

and expected loeftes* It is reccouaoded that the tndi-
be aselgned to a duty position requiring tbe duty M06

indicated*

OR, MMK, SH m06 ASO TO IMPS

Sfk Herbert L. Mayo 111.10 111.10
IB 55 *31 933
81% Joe R* Rogers 112. 1O 111.10
BA 19 330 012

3CR S-5 Robert L. fethevs 111.60 011.60
BAl£ 295

2. An Information sheet and a copy of each Individual's
qualification record and BeenllstBent Data. Card (DA. farm 1315) is
attached hereto.

3* Confirmation of the actual assignments made, to Include
the TO paragraph and )1n^ number, to vblch each Individual Is
assigned vill be furnished this headquarters not later than the
suspense date. Indicate the nev duty N06 If different from the
recommended duty MOS.

FOB THK COMAKER:
o

3 Incl .// JOHH W. SMITH
as Capt, AOC

Aast AdJ Oen

Figure S-lS.i.
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AR 600-16

PROCEDURE 3-16
PROCESSING CONUS LEVIES

References. AR 614-6, AH 614-208, AR 614-254.

Procedure
1. Upon receipt of a CONUS levy, the chief

personnel management NCO—
a. Screens the Personnel Inventory Report, Part

II, and determines which battalions and/or separate
companies have soldiers available and qualified to
fill the levy.

b. If screening indicates there are no available
soldiers, prepares a return indorsement or message,
as appropriate, so stating, or

c. If screening indicates there are available
soldiers, furnishes the levy criteria and the number
of soldiers required to fill the levy to the appropriate
senior personnel management specialist(e).

2. The senior PM specialist screens the Personnel
Inventory Report, Part I—

a. Determines which units have available soldiers
who can be nominated to fill the levy, insuring that
the requirements are spread as equitably as possible
between units.

6. Prepares 3 copies of an overprinted DA Form
1049 (fig. 3-16.1) requesting nominations. (Request
for nominations may be addressed to the battalion
commander, and may be consolidated to indicate
each subordinate unit having available personnel.)

(1) Signs for the personnel management officer
and dispatches to the unit or battalion, as
appropriate.

(2) Places 1 copy in the 31-day suspense file
pending reply.

c. Notifies the chief PM NCO when the require-
ment cannot be completely filled to include the
reason therefor.

3. Upon receipt of the reply from the unit, the
senior PM specialist—

a. Obtains the 201 file of nominated soldiers from
the records clerk.

b. Screens the 201 files to determine if the soldiers
meet the levy criteria and the criteria in AR 614-6.

c. Attaches a note to each 201 file indicating the
pending action.

d. Returns the 201 file to the records clerk.
e. Destroys the suspense copy of the DA Form

1049.
/. Forwards the list of nominated soldiers to the

chief, PM NCO.

4. Upon receipt of the names of nominated soldiers
from the composite team(s), the chief PM NCO—

a. Consolidates and prepares a reply to the levying
headquarters.

6. Gives the reply to the personnel management
officer for review, signature and dispatch.

c. Retains I copy of the reply for reference.

5. The PM officer reviews, signs and dispatches.

6. If the levying headquarters provides assign-
ment instructions and authorizes the division to
publish the reassignment orders; the chief PM
NCO—

a. Prepares a request for orders.
6. Signs and dispatches to the Office Services Unit.

755-008 (7292A) O-M-5
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AR 600-16

PERSONNEL ACTION
(AR 340-15)

D A T E B-JLZ «nuy OJ.
8 July 61

AOFSD-M of Enlisted Personnel
TO: 00, Co B, 1st Bn, 19th Inf

99th Inf ttT
n Miller, Utah

General
99th Inf DLT
It Killer, Utah

1, Beqocst nomination of enlisted personnel as indicated below, for
to Ft Sill. Oklahoma (in December)*

(BAB

B-5

MOB

112.10
112*60

IK

3
1

(BUM MOB HR

2. Parsonnal nominated must possess the following prerequisite:

Have at laast 12 months i nsslnlnp; on cuireut enlistment*

3* sach Indltldnal selected for nomination will be Informed of this actior
prior to return of this correspondence*

1»* B*port of nomination to Include IMS, (BUB, 8V, and leare address, will
be forwarded to this headquarters not later than 12 July 6l*

personnsJ. nominated will bs retained In their curreut unit of
fttrthar Instructions from this headquarters*

KB KB

¥. GMBH
Ompt, AOO
Asst AdJ Osn

uu rLAift PAn* rot cotrnmiATioit or ootmam

DA.^r ..1049 COITION OF I OCT ••. VMICM 1.

Piffure 3-18.1.

OK) I«M O- M4tl<
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C 2, AR 600-16

PROCEDURE 3-25

REPORT OF ENLISTED PERSONNEL ELIGIBLE FOR TEMPORARY APPOINTMENT
(RCS CSGPA-342 (R5))

Reference. AR 624r-200.
Procedure

1. When notiSed by the chief personnel man-
agement NCO to furnish information to prepare
the Quarterly Report of Enlisted Personnel Eli-
gible for Temporary Appointment, the personnel
management specialist—

a. Determines the cumulative vacancies for each
grade, by unit, and records the totals on a separate
•worksheet (DA Form 2644r-K) for each unit. Re-
fers to the applicable TOE and the latest morning
report strengths to obtain the authorized and ac-
tual strengths.

6. Screens the posted-to-date Personnel Infor-
mation Rosters verified at the end of February,
May, August or November, as applicable, to de-
termine eligible soldiers. Individuals are consid-
ered eligible when "yes" is recorded in the remarks
column opposite their names (Procedure 3-18).

•ifc. Count the number of eligibles for each
grade and records the totals on each unit's work-
sheet. See section III, AR 624^200.

d. Consolidates the unit totals for each bat-
talion and enters tho new totals on a battalion
worksheet.

e. Forwards the battalion and separate company

•worksheets to the chief personnel management
NCO.

/. Retains the Personnel Information Rosters
for use in subsequent appointment allocations.

2. Upon receipt of the battalion and separate
company -worksheets, the chief personnel manage-
ment NCO—

•̂ •d. Reviews the projected input for each bat-
talion and separate company and adjusts the
•worksheets by adding the number of expected
eligibles by grade.

b. Consolidates the totals on each worksheet
and prepares a division report using DA Form
2644-R.

c. Retains the battalion and separate company
•worksheets for use in distributing subsequent ap-
pointment allocations.

d. Forwards the completed report to the person-
nel management officer for review, signature, and
dispatch.

3. The personnel management officer reviews,
signs, and dispatches to the nest higher head-
quarters,

4. The chief personnel management NCO sub-
mits amended reports if there is a major change in
authorized strength.
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AR 600-16

PROCEDURE 3-26

PERMANENT APPOINTMENT OF ENLISTED PERSONNEL—GRADES E-3
THROUGH E-9

References. AR 600-20, AR 624-200.
Procedure

1. Upon receipt of a suspense notification from
the control specialist which lists individuals
eligible for permanent appointment, the personnel
management specialist—

a. Screens the listing to determine the names of
soldiers listed as being eligible for appointment to
pay grade E-3.

b. Obtains the 201 files of these individuals from
the records clerk, and screens them against the
permanent appointment eligibility criteria in AR
624-200.

c. Annotates all copies of the listing to indicate
those ineligible for appointment, to include the
reason for ineligibility, e.g., favorable personnel
actions suspended under AR 600-31, erroneous
eligibility date on the suspense, notification.

d. Returns the 201 file to the records clerk.
e. Prepares 3 copies of a DA Form 1049 (fig.

3-26.1) listing each eligible individual, and the
date on which action should l>e taken to appoint
those recommended by the unit commander.

/. Signs the DA Form 1049 for the personnel
management officer, and forwards the original and
1 copy to the unit.

g. Retains 1 copy of the DA Form 1049 in the 31-
day suspense file or a date 3 workdays from the
latest date an appointment action is to be taken.

2. If the unit has not. completed the action by the
suspense date, the PM specialist—

a. Requests the senior PM specialist to contact
the appropriate personnel staff NCO and inquire
as to the reason for the delay.

b. Resuspends the DA Form 1049 for 3 addi-
tional workdays and informally notifies the control
specialist.

3. When notified bj the unit that the action has
been completed, the PM specialist—

a. Withdraws the suspended copy of the DA
Form 1049 from the 31-day suspense file and
destroys it.

b. Returns a copy of the suspense notification to
the control specialist with an informal note indi-

cating that the completed action applies to soldiers
listed for permanent appointment to grade E-3.

4. Upon completion of the action in paragraph
1, the PM specialist—

a. Obtains the 201 files for soldiers listed as
eligible for permanent appointment to grades E-4
through E-9.

b. Screens the 201 files against the appointment
eligibility criteria in AR 624^200.

c. Follows the procedure in paragraph Ic.
d. Prepares a Certificate of Appointment (DD

Form 216A) for each eligible noncommissioned
officer. Forwards the certificates to the personnel
management officer.

e. Prepares an informal note to the records
clerk- -

(1) Listing the names of soldiers determined
eligible for permanent appointment.

(2) Requesting that the Service Record (DA
Form 24) for each eligible soldier be
posted in accordance with section m, AR
624^200.

/. Returns the 201 files together with the in-
formal note to the records clerk.

g. Returns the original suspense notification
to the control specialist with an informal note in-
dicating that the completed action applies only to
soldiers listed for permanent appointment to
grades E-4 through E-9.

5. The PM officer reviews, signs and dispatches
the DD Forms 216A, or reviews and forwards them
to the signing authority, as appropriate.

6. Upon receipt of a morning report which con-
tains an entry appointing a soldier from a non-
commissioned officer grade to a higher temporary
noncommissioned officer grade, the PM specialist—

a. Obtains the 201 file from the records clerk.
b. Screens the 201 file and determines if the

grade from which appointed was temporary or
permanent.

c. Follows the procedure in paragraph 4d and e
if the grade was temporary.

d. If the grade was permanent, returns the 201
file to the records clerk and takes no further action.
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AR 600*16

PROCEDURE 6-12
TRANSFER OF RECORDS WITHIN THE PERSONNEL SERVICE DIVISION

References, AR 623-201, AH 640-201, AR 640-
203.

Procedure
Transfer of Records Between Clerks Within the

Same Composite Team.
I . Upon receipt of orders reassigning an individual

to another unit served by the same composite team,
the records clerk—

a. Files the orders in the 201 file.
6. Prepares and dispatches a DA Form 1049

(fig. 7-22.1, PA Pam 600-8) requesting a conduct
and efficiency rating. Places 1 copy of the DA
Form 1049 in the 201 file.

c. Gives the 201 file to the records clerk who
maintains the records of the unit to which the
individual is being reassigned.

2. Upon receipt of the 201 file, the new records
clerk—

a. Places the DA Form 1049 in the 31-day
suspense file.

b. Prepares and dispatches a Notice of Transfer
(DA Form 14-159) notifying the custodian of the
individual's health and dental Records of the
organizational change.

c. Files the 201 file.

3. Upon receipt of the conduct and efficiency
rating, the records clerk—

a. Posts the ratings in the Service Record (DA
Form 24).

b. Obtains the initials of the Chief, Records
Unit on the DA Form 24.

c. Destroys the rating information.
Transfer of Records Between Composite Teams.
I. Upon receipt of orders reassigning an individual

to a unit served by another composite team, the
records clerk—

a. Files the orders in the 201 file.
b. Contacts the appropriate personnel staff NCO

and requests a conduct and efficiency rating.
c. If it is necessary to transfer the individual's

health and dental records to another medical
facility—

(1) Prepares a DA Form 14-159 requesting
that the records be returned to the Per-
sonnel Service Division.

(2) Signs and dispatches the DA Form 14-159.

2. On the individual's EDCSA, the records clerk—
a. Posts the conduct and efficiency ratings to the

DA Form 24.
b. Obtains the Financial Data Records Folder

(FDRF) from the pay specialist.
c. Obtains the initials of the Chief, Records

Unit on the DA Form 24.
d. Prepares 2 copies of a DA Form 200 for

transmittal of the records. Includes the new unit of
assignment and the composite team to which the
records will be forwarded.

e. Attaches the original copy of the DA Form 200
to the 201 file and forwards the records to the
Records Team Leader (RTL).

3. Upon receipt of the records, the RTL forwards
them to the appropriate records clerk in the new
composite team.

4. Upon receipt of the records, the new records
clerk—

a. Withdraws the FDRF and gives it to the pay
specialist.

6. Prepares a DA Form 14-159 transferring the
health and dental records to the new medical
facility; or, if there is no change in medical facility,
prepares a DA Form 14-159 to notify the medical
facility of the organizational change.
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AR 600-16

PROCEDURE 6-13
INITIATION AND TRANSFER OF TEMPORARY HEALTH RECORDS

Reference. AR 40-403.

Procedure
1. Upon receipt of a 201 file containing a notifica-

tion that the transmittal of individual's health
and/or dental records has been delayed at the losing
organization, the records clerk—

a. Initiates a "temporary" record by preparing a
DD Form 722 (Health Record Jacket) and a DD
Form 722-1 (Dental Record Jacket), as appropriate.

b. Prepares a DD Form 735 (Abstract of Service)
in duplicate.

(1) Fastens 1 copy to the lower left edge of the
opened health records jacket.

(2) Places the other copy in the dental record
jacket.

(3) Prints the word "temporary" in ink on the
face of the jacket and enters the date of
initiation thereunder.

c. Forwards the temporary records to the appro-
priate medical facility.

d. When delayed records are received, forwards
them to the appropriate medical facility.

2. Upon receipt of a 201 file which does not
contain the health and dental records or a notifica-
tion of delay, the records clerk—

a. Follows the procedure in paragraph la
tlirough c.

b. Initiates a request for the records from the
individual's last known organization.

(1) Files a copy of the request in the 201 file
until a reply has been received.

(2) If the reply indicates the records are lost,
prepares a letter addressed to The Ad-
jutant General, ATTN: Personnel Records
Branch, Department of the Army, Wash-
ington, D.C. 20310, requesting a search
be made for the records.

(3) If the records are later received, follows the
procedure in paragraph Id.
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C 2, AR 600-16

HEADQUARTERS
99th THFABTRT DIVISION

FORT MILLER, UTAH

12 September 1962

SUBJECT: Correction of Morning Report

TO: Comaanding Officer
Company D, 1st Battalion, 19th Infantry
Fbrt Miller, Utah

Verification of the Personnel Roster prepared by the servicing
Data Processing Unit (DTO) revealed certain errors which mist be corrected
by a morning report entry. The following correcting entries will be made
on the morning report prepared, and submitted, for your organization for the
period ending 2400 hrs. 18 Sep62.

8 Aug 61 Smith, Irving H., RA 33562126 16gt E-7 SN SHOULD BE RA33*»52l6

25 Aug 62 Doe, Jred C.,US 3̂ 77985 Pfc E-3 Duty MOS 111.60 SHOOLD BB
111.10.

FOR 3HE COBMAHDER:

EDWARD F. KENT
CHO W-3, USA.
Asst AdJ Gen

6-16J
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C 2, AR 600-16

PROCEDURE 6-17

* VERIFICATION OF THE ROSTER OF EXCEPTIONS AND THE PERSONNEL ROSTER
FROM THE SERVICING DATA PROCESSING UNIT

(Applicable in lieu of Procedure 6-16 when punched card machines arc available.)

Reference. AR 330-504.
Procedure

1. The Machine Processing Unit (MPU) com-
pares the data received each month from the serv-
icing Data Processing Unit (DPU) with the data
•which is on file in their punched cards in order to
identify tho personnel for whom there is conflict-
ing data. The MPU will prepare a Roster of Ex-
ceptions which lists each individual for whom
there is a conflict in data. The reports clerk to-
gether -•with the records clerks must then screen
the 201 file and/or morning report to determine
the cause of differences in data. The Roster of Ex-
ceptions will include some names listed twice and
some names listed only once; when a name appears
only once and is followed by an asterisk, the- data
is that which is on file in the MPU and no corres-
ponding data was received from the DPU; when a
name appears only once and is not followed by an
asterisk, the data is that which is on file in the
DPU and no corresponding data is on file in the
MPU; when a name appears twice, the second line
is always followed by an asterisk, and is the data
on file in the MPU. Section IV, chapter 8 con-
tains details on making entries on machine cards,
and must be referred to by the reports and records
clerks when preparing processing cards to correct
data which is on file in the MPU.

2. Upon receipt of the DPU roster and the
Roster of Exceptions from the Reports Team
Leader, the reports clerk takes the roster of Ex-
ceptions to the records clerk who maintains the
201 files of the unit being verified. The reports
clerk and the records clerk jointly verify and cor-
rect the roster as follows:

a. When the name appears on two lines—
(1) Verifies the data on the first line against

the 201 file, and follows AR 330-504 for
making corrections.

(2) Compares the data on the second line
with data on the first line. If there is an
error on the second line, takes the follow-
ing action (s), as appropriate and appli-
cable;

if (a) If there is an error in the name, grade

fr-36

or service number, obtains a Personnel
Data Card (DA Form 2468-1) from
the 201 file. Enters the correct data
in the appropriate blocks on the card,
and/or,

(b) If there is on error in the expiration of
term of service, obtains a Personnel
Suspense Card (DA Form 2470-1)
from the 201 file. Enters the correct
data in the appropriate blocks on the
card, and/or,

(c) If there is an error in any other items of
data on the roster, i.e., other than the
items mentioned in (d) and (b) above,
obtains a Personnel Qualifications Card
(DA Form 2469-1) or a Personnel
Data, C;ird, as applicable, from the 201
file. Enters the correct daUi in the
appropriate blocks on the card which
contains the incorrect information.
When there is other incorrect data on
the Personnel Data Card, and a card
was prepared to correct a name, grade
or service number ( ( a ) above), enters
the correct data in the appropriate
blocks on the same card.

b. When the name appears on only one line and is
followed by an asterisk screens the morning reports
and determines if tho individual was reported as an
assigned gain or loss during the period covered by
the roster.

(1) If the individual was reported as a loss,
enters the individual's name, grade and
service number on a blank Personnel Duta
Card. Enters the date the individual
was reported us an assigned loss on tho
face of the card, for example, ''Assigned
Loss—Ref MR. __-__-__!«»•<!>___„__-__ . "

(2) If the individual was not reported as a
loss, or was reported as a gain, enters the
missing DPU data from tho 201 file on the
blank line above the MPU data, and en-
ters the date the individual appeared on
the morning report in the right, margin
of the roster.
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the appropriate entries in item 18 on the record
(see Procedure 4-1).

h. The annual audit of the DA Form 60 is ac-
complished by forwarding the DA Form G6 in a
sealed envelope to the officer, utilizing DA Form
1049 (fig. G-18.1) for transmittal. A copy of the
DA Form 1049 is retained in the 31-day suspense
file to control the, return of the record. The review
of an officer's MOS is accompli si icd by forwarding
the 201 file to the appropriate personnel manage-
ment specialist when an officer is transferred, reas-
signed, or when an efficiency report is rendered.

if2. Enlisted Qualification Record (DA Form
20). a. The records clerk main ta ins and. when
necessary, remakes the DA Form 20 in accordance
with the details outlined in AR 640-203.

b. It is required that a duplicate copy of the
DA Form 20 of enlisted personnel in the following
categories l>e maintained at Headquarters, Depart-
ment of the- Army:

(1) Grades E-7, E-8, and E-9.
(2) Grades K-G and below, as follows:

(a) Members of the noncommissioned offi-
cers logistics program.

(b) Special Forces:
1. Personnel awarded special qualifica-

tions digit 3 to primary or duty MOS.
S. Personnel undergoing training in TOE

Special Forces Groups or units pre-
paratory to award of special qualifi-
cations digit 3.

(c) Special duty assignment, MOS 002.
(d) Enlisted Aide. M()S 003.
(c) Special Bandsman, PMOS 034.
(/) Scientific and Engineering Assistants,

PMOS 300, 409, 509, TOO, 908, 909, and
939.

t;?) XucIwirPowfrrnwn, PMOS 353.
(h) Attache Specialists:

7. Personnel awarded MOS 705 us pri-
mary or duty MOS.

S. Personnel undergningon-the-job train-
ing in Attache System preparatory to
award of MOS Tn5.

(i) Assistant. Criminal Investigator,
PMOS 953.

(j) Intelligence Specialist, PMOS 971 and
972.

(£•) Milimry Intelligence Coordinator,
PMOS 97-1.

c. Upon receipt of notification that an indi-

C 2, AR 600-16

vidual lias l>een newly appointed to E-7, or falls
within any of the categories listed in b above, tho
records clerk--

(1) Prepares a duplicate copy of the DA
Form 20 not later than 5 working days
after the date of ap{X>intment, See AR
61^210 for details.

(2) Transmits the duplicate DA Form 20 to
the Chief of Personnel Operations,
ATTN: EPADS, Department of the Ar-
my, Washington, D.C. 20310,

rf. The records clerk reports changes to items
7,14,15, 17, 22,23, 25.2G, 27, 29, 33 (include per-
manent change of station, change of duty station,
major permanent-type duty assignment changes
only), and 3-3. DA Form 66A appropriately mod-
ified in accordance with the provisions of AR 614-
210 and AR 640-203 will be used to report these
changes.

(1) Follows the procedure in paragraph lo
(3), except that the envelope is addressed
to the addressee indicated in c above.

(2) Files the duplicate copy of the DA Form
66A in the 201 file for 1 year, or until a
new T)A Form 20 is prepared.

e. Whenever active service in grades E--7, E-8,
and E-9 is terminated for any reason (retirement,
separation without immediate recnlistment, or
death), a final report of change reflecting appro-
priate information will be submitted immediately.

/. Additional copies of the 1>A Form 20 will be
made as prescribed by Department of the Army
directives or for a specific purpose. Each addi-
tional copy so prepared will be clearly marked
"COPY" and will be destroyed immediately after
use for the specific purpose for which prepared.

3. Enlisted Service Record (DA Form 24). a.
Tho records clerk maintains the DA Form 24 as
prescribed in AR 640-201. When a DA Form 24
becomes unserviceable, it may be remnde. The
statement required by paragraph 7, AR C40-201
will be entered in Section 10 of tlu> remade DA
Form 24, and will be signed :md dated by the
Chief. Records Unit.

b. Whim an entry on the DA Form 24 must be
signed or initialed, the records clerk forwards the
record to the RTL, who will obtain the signature
or initials from tho Chief, Records Unit, and re-
turn the record. I f the Chief, Records Unit, au-
thorizes (.he use of a facsimile signature stamp.
the stamp should be in the possession of the RTL.
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C 1, AR 600-16

PERSONNEL ACTION
(Alt 340-15)

R E F E R E N C E OR O F F I C E SYMBOL SUBJECT

AGESD-A Annual Audit of DA Form 66

Dm S-13 Oct 61
2 Oct 61

TO: Capt Thcraas W, LLngen, 023 456 FWH: CG,' 99th Inf Div
Co B, lat Bn, 19tfc Inf Fort Miller, Utah
Fort Miller, Utah

HR

1

2

P R O C E S S I N G A C T I O N S

Section VT, AR 611-103, requires all officers to audit their Officer Qual-
ification Record (DA Form 66) annu&ljr. The date of the last audit as recorded
in Item 35 of your DA Form 66 ia 11 Oct 60 .

2. Upon completion of this audit erase present pencil entry in Item 35 and
record new date If-' PENCIL.

3. DO NOT correct or change any entry on your DA Form 66
Remarks concerning other information on the record may be made
cement*

except Item 35-
in your return

4- This correspondence together with your DA Form 66 ia to be placed in a
sealed envelope and hand-carried to the personnel staff NCO who will forward it
to this headquarters. Message Center service will not be used.

5. Return completed action by Comment No. 2 not later than the suspense
date*

FOR THE COMMANDERS

^e£(U^^- f ? /J^***
1 Incl EDWARD F. KENT

DA Form 66 CWO, W-3, USA
Asst Adj Gen

T0» CO, 99th Inf Dir FROM: Capt Thomas W. Ungen
ATTNl AGPSD-A Co B, 1st Bn, 19th Inf

Coment No, 1 complied with.

1 Incl THC^SW . LDJGEN //
no 02X56 //

Capt, Inf £/

11 Oct 61

•— '

CONTINUE ENTRIES ON PLAIN WHITE PAPER

DA-£?..t049 COITIOM OF i OCT •», WHICH l» OO*Ctl_CTE

igure 6-J8J.

cro t mi o •
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Figure 8-20.

(6) Efficiency report due (officers only}—column
40. Enter the month (as determined from
Item 2, DA Form 66) during which the (10)
officer is due for an annual efficiency
report.

(7) Completion of on-thc-job training (enlisted
only)—column 40. Enter the month (as (11)
determined from Item 33, DA Form 20)
in which the individual will complete on-
the-job training. This column is blank
when not applicable.

(8) Photograph (officers only]—columns 41 4%-
Enter the month and year (as determined (12)
from Item 24, DA Form 66) in which the
officer is due to be photographed. Columns
41-12 are blank when not applicable.

(9) Good Conduct Medal (enlisted only}—
columns 41*42- Enter the month ami
year (as determined from Section 9, DA
Form 24) in which individual becomes

eligible for this award. Columns 41-42
are blank when not applicable.
Military identification card- columns 4$~44-
Enter expiration date of the individual's
ID card as determined from Item 33, DA
Form 66; or Section 10, DA Form 24.
Federal Housing Administration eligibility—
column 4^. Knter month of January or
July, whichever is next, as determined
from DD Form 802 certifying the in-
dividual for eligibility. This column is
blank when not applicable.
Completion of 17-1/2 years Ken-ice— columns
46-47. This item is completed only for
those individuals who have completed 10
or more years of service; columns 46-47
are blank when not applicable. Enter
month and year (as determined from the
BPED, Item "A3, DA Form 06 or Item 34,
DA Form 20) in which individual will
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complete 17^ years of creditable service.
BPED should be used to assist in the
identification of these personnel when 10
years of service is completed.

e. Major block— completion of 29 years active duty
(enlisted only}

mandatory retirement (en listed only]
eligibility for promotion /appoint-
ment
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(1) Completion of 29 ,/ram aetire duty (ertlistni
only)-•• columns 48-4&- This item is com-
pleted only for those individuals wi th more
than 20 years of ac t ive Federal service and
wi th a permanent prade of E-li or Mow.
These columns are blank for all other
enlisted personnel. Enter month and year
(as determined from the, most recent DD
Form -I i in which ind iv idua l will complete
29 years oi ac t ive Federal service. The
HAS!) recorded on the DA Form 2409,
should i>e used to assist in the ident i f icat ion
of these personnel.

12) Maii<iat (>}';i retirement- (enlisted (inl;/^-—i'ol-
umjty f>'i-.ril. Enter month and year .as
determined from Items 10 and 2'>. DA
Form 20 and latest 1)1) Form 4) in which
individual may be due for m;mda!ory
retirement. These columns ;nv blank
when nol applicable,

(.'() Eligibility for promotion (i}//tr<*r.s) and ap-
pointment (enlisted personnel)—columns 52-
53. Applicable for permanent appointment

of enlisted personnel to grades K-3 through
E-9 and temporary promotion of officers
and warrant officers to 1st lieutenant and
C\VO, W-2. Columns 52-53 are blank
when not applicable.

(a) Officers. Eligible af ter completion of 18
months active duty as a commissioned
officer. Enter the month and year as
determined from Item 32 and Item 18,
DA Form 60.

(b} IFarrnnJ officers. Eligible after comple-
tion of 18 months in grade from the date
of appointment. Enter the month and
year :i? determined from I tem 12 and
I t em IS, DA Form G6.

(c) Enlisted personnel. Eligible as follows:
To K 3. 8 months active duty; to E—1
and K-5. 12 months as temporary E-4
or E-3; io E-6 and E-7, 18 months as
temporary £-5 or E-7; to E-8 and E-9,
2 years as temporary E-8 or K 9. Enter
the. month and year as determined from
Section I, DA Form 24.
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APPENDIX 1-H AR 600-16

PERSONNEL SERVICE DIVISION

FUNCTIONS

PFRSONNEL MANAGEMENT BRANCH

Responsible for classification including testing
and reelasslfieatlon motion.

a»3ignn«it» to unit*. processes
applications for oversea service, processes levies
and FOR processing.

Processes applications for speolal training,
schooling, special assignments, *nd special details.

Fixes peraonnel authorisations frcn TOE1 a,
compotes paraonn«i shortages, and adjust* HQS
overstrengths.

Responsible for utlilutlon of personnel Including
utilisation of minority groups, aentallj and phyaically
substandard personnel, and rehabilitated personnel.

Responsible for personnel procurement including
requisitioning, procurement of personn*1- .'or OCS,
Regular Army and USAR cooMds lions, and Refular Arry
and OSA8 warrant officer appointments.

Identifies personnel to t* considered for
elimination prior to expiration of their terms of
*< rvlce.

Administers th* personnel service division portion
of the enlisted evaluation system.

Handles all matters pertaining to appointments,
promotions, reductions, and demotions of officers,
warrant officers, and enlisted personnel.

Accomplishes sorrara of

Davalopa, MlnUlna. and fumlahas HOS atrmgth
and «tatl«tloal Infontttion as nxjuirad.

Pr*p>ras rvporta on aliflblaa for promotion
and parvonnal irorpluaoa as required.

for caawalty reporting.

for redeployment and rotation of
officer and anlleta4 pcraomil »» «%31 »• dependeat*.

Prooeaaea advance overaea return** llita and
oversea returnee roatera.

Preparea raporta on paaaenger >p*oe require-
•enta and laauei Port Call Instruetiona.

OFFICE

OF

THE PERSONNEL OFFICER

PERSONNEL ACTION BRANCH

Processtfj all natters perUlidng to ellidnatlon
caae*. release from actire duty, clscharfea,
retlreewnta, enllstaenta, extenslcn of enlistments,
requests for leave (excess, eMergency and i\oo-OOKUS),
branch trenffwrs and details of officers, extension
and curtailment of foreign gerrlct tours, service
nadals, awards «nd decorations, Ksuance of
and dependants Identification cardt, security
clearances, cotisuaewtion of initial aDpolntawita of
officers and warrant officers, extension or declina-
tions of active duty for reserve officers, eaterfencr
or disciplinary return of dependents to the United
States fron oversea comonds, dependant "edlcil care,
dependent schooling, denendvnt travel, and other
nattera pertaining to deoendents.

Insure* preparation and submission of efficiency
reports on officers and warrant officer* on extended
active duty, officers on active duty for training
and BN officers, and Regular Aroff enllated personnel
holding a Reserve Officer appointment or Warrant
Officer status, and officer photograph B .

Insures control of nersonnel actions m
security and investigative cases. Processes all
C»»M oertaining to narrlage, lentti«ii«tlon or
adoption of children, ani civil-legal proceedings.

Aaalsts In obtaining travel clearance*, paaaporta
ami visa*.

Administers the life Insurance and soldier
voting programs.

Handle* all other Batters of personnel
administration not speclflcalXy atalgned to
another branch of the Personnel Service Division.

RECORDS BRANCH

Rgcqrdi Unit

Prepares and sain tains individual personnel records
to Include officer and enlisted Qualification records,
aervlee records and personnel records jackets.

Reports Unit

Prepares, verifies and tutwits rosters and reports
required in the Army personnel srstoa exceot thoae
apeclfloallj aaalgned to another branch of the Personnel
Service Division.

Develops, maintains and furnishes strength and
statistical Information as re<pilr*d.

Control Onlt

Ha In tains suspense files on actions pertaining to
Individuals fren Information contained In personnel
records and not otherwise available to the other branchea
of the Personnel Service Division. Advises the other
branches of these action* and due dates.

ProcnaalruE Dnlt

Initiate! and control* processing of outgoing person-
nel including installation clearances and transmission of
personnel recorda. Participates In the Inprocessing of
replacement personnel.

MILITARY PAY BRANCH

Maintains financial data record* foldert, payroll
files, tax withholding record* and leave recorda.

Prepares military pay voucher and payroll files,
prepare* and distributes Withholding Tax SUteewits
{'J-2), savings data reports, accrued leave reports
and notices of pay change.

Processes charge sal** slips, separate ration
suthoritatlons, debt liquidation schedules, state-
ments of charges, reports of survey, courts-martial
fines and forfeitures Including Article 15 Actions
affecting pay, allotmenta, soldiers' deposits,
applications for basic allowance for quarters,
requests for special pay action*, pay discrepancies,
statements of service, clothing maintenance allowances,
and all ether matters affecting the pay or allowances
of Individuals.

Documents Individual entitlements to the various
items of pay and allowances.

Answers queries from Individuals and commanders
on all matters pertaining to military pay.

1
ADMINISTRATIVE MACHINE BRANCH

Office Services Unit

Rs.iDonsible for internal artslnistration of the
Personnel jer*ice Division, Including:

Preparation of orders.

Preparation of extracts and true copies of
personnel records.

Preparation of identification tags (nllltary
and civilian}.

Distribution and messenger services.

Wwlnlatratlve files, »Oii\lstratlve s\iap«i\se
files and recorJs *dnlnistra,tion,

Classified document control.

Xoras control.

Pr^curwnent and distribution of office
supsl'.M. publications and blank forms.

Maintenance of office furniture and machine*.

AU other functions essential to the
ad:\inlatntlve support of the Personnel
.*>*rTice Division.

Machine Processing Unit

Perform* Punched card machin* end eutometlc
typewriter oocritlons to provide Administrative support
for the Personnel Service Division.

Conducts system studies for punched card appli-
cations.

Coonllrutus with other elenedta of the Personnel
Service Division on natters iwrUinlng to Machine
Process Inn Halt operation*.

Kalntalns punched card files required for prepa-
ration of elertrlo.nl accounting machine reports and
statistics.

Maintains punched cert machine".
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APPENDIX 1-ffl
Composite Team Organization (Division)

uverall Supv
Officers
NCO

Gen Support.
TEAM m 1

2
3
k
5
6
7

Sub-Total
Total

Military Pay
Branch

5upv

2
J.

1
]
1
\
1
31
10

3ers Sp

6
. 6
$6
6
6
6

L2.
52

Branch
Chief

1
1

2

PERSONNEL RECORDS BRANCH
Records
Unit

Supv

1
1

1
1
J
\
\
\
1
9

Pers St>

6
6
6
6
6
6
6
A2

Control
Unit

Supv

1

1

Pers Sp

1
1
1
1
1
1
1
7

Processing
Unit

SUPV

1

1

Pers Sp

1
1
1
1
1

7
84

.Reports
Unit

3upv

1

1

Pers Sp

2
2
2
2
2
2
S
K

personnel
Management
Branch

Supv

1
\

2

Pers Sr;

4L
*3
3
3
3
25
3
25

27

Personnel
Action
Branch

r:ur,v

11

2

rcrs Sp

rf2
* 3
3
3
i3
3
3
23

25
Two (2) Personnel Management Specialists and two (2) Clerk Typists.

4 Two Clerk Typists.
* Senior Personnel Management/Action Specialist serves as the working supervisor of

Action in Team Number 1 as well as in each other composite team.
Personnel Management/
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APPENDIX 1-IV

SAMPLE

INPROCESSING TEAM REQUIREMENTS FORMULA

NR
OF REPL

50-64

65-79

80-99

100 - 114

115-125

«SR
PERS MGT
TM SP

1-7

M

1-7

1-7

1-7

PERS
PAY SP RECORDS

CLERK

6 2

7 3

8 3

10 4

10 5

PROCESSING
CLERKS

3

3

A

5

6

PERS
ACTION
SP

3

3

4

5

5

TOTAL
TEAM
MEMBERS

15-21

17-23

20-26

25-31

27-33

* A Senior Personnel Management Specialist is required from each composite team
receiving replacement*, one of ufaoa ia designated aa tee InproceBslng Team
Supervisor.
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APPENDIX I-VI
ORGANIZATION CHART—PERSONNEL SERVICE DIVISION

(SEPARATE BRIGADE)
(2-3-86)

Chief,
PSD

•(1-0-2)

Personnel Personnel Personnel
Records Management Action
Branch Branch Branch
(0-1-38) »» (1-0-15) (0-1-J9)

Personnel , Personnel
fajiageroent Action

Team Team
\ ' -J 'L '

Military
Pay
Branch
(0-1-22)

|
Military h,
Pay i
Team 0

V- — . — - __ J_ — __

1

Records
Unit

(0-0-20) _

I
Control

unit
(0-O-7)

1
Processing

ttiit
(0-0-7)

1
Reports

Unit
fo-o-^)

Records
Team

Control
Team

Processing
Team

Reports
Team

ft* Includes 1 Adra Sp (Grade E-5) assigned to tho AG, Ado Svc Div
Includes 1 Repl Sgt KOS 113.70
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C 1, AR 600-16

CHAPTER 2
MANAGEMENT

Section L PLANS, POLICIES, AND PROCEDURES

2-1. Function of the personnel officer. The
personnel officer, as chief of the Personnel Service
Division, must be a manager who thoroughly under-
stands the principles and concepts of the Army
personnel system and the broad procedures for their
implementation. He must also supervise and de-
velop his subordinates in tho technical application
of those principles. The personnel officer should
frequently visit divisional units to enable him to
measure more accurately the effectiveness of the
personnel service being rendered and to evaluate
future requirements in this area. He formulates
policies for the operation of the Personnel Service
Division arid advises and assists the division adjutant
general in the development of personnel policies and
recommendations affecting the entire command.
The personnel officer should establish those checks
and controls over his division operation which he
considers essential and which will enable him to be
well informed and responsive to inquiries.

•A-2-2. Model SOP. Subsequent chapters con-
tain model SOP which ma}* be employed in the
Personnel Service Division only after they have
been adapted to meet local circumstances. These

procedures should be used in conjunction with
those contained in DA Pam 600-8. Recommenda-
tions for additional procedures or modifications
which would apply Army-wide are invited, and
should be forwarded to The Adjutant General,
ATTN: AGCA, Department of the Army,
Washington, B.C., 20310. Certain features of
the procedures contained in this regulation are—

a. References to a personnel staff NCO do not
include a headquarters designation because the
document routing channels contained in AR 6*00-17
may be altered by local command requirements.

b. Command policy matters are purposely ex-
cluded. For example, the method of allocating
promotions is a command policy.

c. Appendixes 2-1 and 2-11 supplement many
procedures in the succeeding chapters and are
included in this chapter as general references.
Each of the seven composite teams should bo.
provided sufficient copies of these appendixes to
insure compliance.

d. The Procedural Interaction Charts included
as appendixes to chapters 3 through 8 serve as con-
trol devices by clarifying the pattern of work rela-
tionships between branches.

Section U. DIRECTION

2-3. Personnel. The organizational structure
facilitates the personnel officer's direction of the
Personnel Service Division. Each branch has a
clearly defined group of functions with the result
that there should be no duplication or jurisdictional
disputes. Five branch chiefs report directly to the
personnel officer. This number provides a manage-
able span of control.

2-4. Branch chiefs. The branch chiefs of the
Personnel Management, Personnel Action, and

Military Pay Branches must direct their personnel
specialists throughout seven composite teams; how-
ever, a noncommissioned officer or senior specialist
in each composite team represents their channel of
direction. Figure 2-1 illustrates this supervisory
channel. Four unit supervisors report directly to
the Personnel Records Branch chief as shown in
figure 2-2.

2-5. Records Branch. The Records Unit chief
exercises direction through a noncommissioned

Z-l
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COMPOSITE

Chief., Military
Pay Branch

TEAMS

Riy
Team
Mr

S~l.

Chief, Barsonnel
Branch

Processing
Unit

Supervlftor

Chief,
Records

Unit

Control
ttoit

Supervisor

Reports
Ohlt

Supervisor

fi-f.

CCMPCSITE TEAMS

officer ia each of the seven composite teams in a
manner paralleling figure 2-1. Each of the other
Unit supervisors in the Personnel Records Branch
provides direct supervision over his subordinates in
the composite teams. The Administrative Machine
Branch chief supervises the Office Services Unit and
directs the Machine Processing Unit through its
chief.

2-6. Composite team. The senior noncommis-
sioned officer in each of the seven composite teams,
regardless of branch assignment, supervises the

activities of that composite team in all matters
othe.r than technical personnel operations. The
TOE has been so organized that the senior individ-
ual will be grade E-7. This arrangement for direc-
tion is more important in field operations but should
also prevail in garrison. During field operations,
these seven senior noncommissioned officers report
directly to the assistant personnel officer on such
matters as tent location, sanitation, transportation,
movement, etc. Figure 2-3 shows this channel of
direction.

2-2
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AR 600-16

Section m. TRAINING

2-7. Personnel Sendee Division, a. The various
sources of assistance to training are described in
DA Pam 600-8. That reference also cites the con-
tinuing need for field or on-the-job training in per-
sonnel management and administration. There is
a wide range of skill and knowledge requirements
within a Personnel Service Division, and there is
a correspondingly wide range of experience provided
in the authorized noncommissioned officer and
senior specialist positions as well as the commissioned
and warrant officer positions. The personnel officer
must develop a plan to utilize the experienced
personnel to conduct both on-the-job training and
formal courses of instruction.

6. In addition to the technical training require-
ments, all newly assigned personnel should receive
training in the organization and operations of the
Personnel Service Division and the Division Person-
nel Support System. The procedures contained in
the succeeding chapters and in AR 600-17 should
be used.

2-8. Personnel staff NCO's. Upon assignment,
the personnel staff NCO's should receive the same
nontechnical training as is provided newly assigned
personnel in the Personnel Service Division. Their
familiarity with the Personnel Service Division

organization and its incumbents is no less important
than an understanding of their role in the Division
Personnel Support Sj'stem. Initial training should
emphasize that personnel staff NCO's represent a
technical extension of the- Personnel Service Divi-
sion, and should include summaries of experiences
and techniques found successful by other personnel
staff NCO's. It will be necessary also to provide
Personnel staff NCO's with periodic instructions on
new or changing personnel procedures and policies.

2-9. Company clerk. The personnel staff NCO
has primary staff responsibility for assisting with
the personnel portion of company clerk training.
The procedures contained in AR 600-17 should
greatly assist the personnel staff NCO in his training
mission, and the Personnel Service Division should
be responsive to requests for assistance. The Per-
sonnel Service Division will become aware of sub-
jects in which the company clerks require, training
by virtue of the receipt of personnel actions for-
warded directly from units which contain administra-
tive discrepancies. In these cases, as well as in
departures from the document routing channels,
the personnel action should f>e returned through
the appropriate personnel staff NCO so that he will
l>e aware of the training requirement.

Section IV. CONTROL

2-10. Internal controls, a. Internal controls are
one of the most important factors in management.
They are the means whereby an organization ean
measure success or identify the causes of failure. For
example, the Chief of a Military Pay Branch beset
by pay errors or complaints begins to exert controls
when he systematically identifies the pay specialists
at fault and the types of errors; he improves con-
trols by looking behind the errors to determine the
causative factors, such as a failure to receive and
post the source documents, and he takes corrective
action. The most commonly accepted controls
employ audit techniques which are also applicable
to the management of personnel service; however,
no independent devices can substitute for the quality
of control exercised by a competent and alert
supervisor.

b. The organizational structure of the Personnel
Service Division provides for supervisory positions
in sufficient numbers and locations so that no duty
position should be beyond close control. The
standing operating procedures will permit super-
visors to devote their attention to unusual problems
while insuring an easy detection of departures from
approved methods. The suggested physical layout
also assists the supervisors by placing in close prox-
imity those personnel specialists who must work
together, and thereby facilitates coordination.
Appendixes to chapters 3 through 8 illustrate the
necessary points of coordination between branches
and provide supervisors with advance warnings of
potential problem areas. Effective audit techniques
are provided in the model procedures for the Military
Pay Branch. Likewise, the central suspense system
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AR 600-16

accounts for actions to be performed on fixed
occasions.

c. A number of internal controls are provided
the Personnel Service Division but additional
procedures will be required to account for new
problem areas as they arise. Personnel officers can
employ the Outprocessing procedures to measure the
quality of records maintenance, but recurring audits
should be conducted to completely screen each
record at least semiannually.

2-11. Responsibilities in the Division Personnel
Support System. The personnel officer has a num-
ber of responsibilities beyond the management of
the Personnel Service Division, as discussed above.
One of these requires him to exercise staff super-
vision over the Division Personnel Support System.
He must insure an understanding of such matters
as the document routing channels among all person-
nel assigned to perform personnel service because
these channels represent more than an administra-

tive artifice—they represent the interest of com-
manders at each echelon. Visits among the personnel
staff NCO's will reveal the nature of require-
menta placed upon them by each echelon and are
essential to insure that they are permitted to perform
their primary mission.

2-12. Control of visits to the Personnel Service
Division. The procedures contained in this regula-
tion as well as those contained in AR 600-17 provide
for actions to substitute for personal visits to the
Personnel Service Division wherever possible. These
substitute actions are necessary because of the
distance between the Personnel Service Division and
the units, and the duty time consumed in such visits.
All supervisors must insure that their subordinates
do not request that officers or enlisted men visit the
Personnel Service Division for other than essential
reasons. Personnel staff NCO's will contact the
appropriate supervisors in the Personnel Service
Division to schedule necessary appointments for
enlisted personnel.

Section V. COMMUNICATIONS

2-13. Internal rooting, a. The size of the Per-
sonnel Service Division and the volume of corre-
spondence it processes require that the personnel
officer carefully plan an internal routing scheme.
Two important considerations in a routing plan are
the physical layout and the relative experience of
key personnel. Because these differ widely between
divisions, the advantages of two alternative routing
plans are as follows:

(1) One routing scheme provides for the
distribution of all incoming communi-
cations through the branch chiefs and is
appropriate—

(a) When the composite teams and branch
chiefs are widely dispersed, because it
reduces backtracking of important mat-
ters for the attention of the branch
chief.

(b) If inexperienced personnel are assigned
to the composite teams, due to their
inability to identify important matters
and the difficulties in prescribing them
with precision.

(2) Another scheme envisions direct distri-
bution to the composite teams and has
the advantages of—

2-4

(a) Reducing the handling of all routine
matters.

(6) Applying the "exception" principle and
there-by releasing the branch chief for
active supervision.

6. A compromise involves the assignment of
experienced personnel to the message center in the
Office Services Unit and the initial distribution of
only important matters to the branch chiefs. Each
Personnel Service Division must evaluate its
resources and determine tho most appropriate
routing plan. An obvious and related matter
involves the necessity for direct messenger service
between the Personnel Service Division and the
divisional units. Direct messenger service is
prescribed in chapter 7.

2-14. Response to units and applicants. It is
reasonable to expect that unit commanders and
individual applicants submitting personnel actions
may be concerned about the possibility of a relatively
impersonal attitude prevailing in a large Personnel
Service Division which is separated from their
organization. Their initial concern will become
aggravated in direct proportion to the time interval
between an inquiry or application and a response.
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All personnel assigned to the Personnel Service
Division should be aware of these consequences and
should be imbued with the fundamental nature of a
service organization. For this reason, supervisors
should insist that all personnel specialists follow the
supplemental procedure contained in appendix 2-1.

2-15. Review of document routing channels.
(See ch. 8, AH 600-17.) The document routing
channels were cited earlier as one important matter

AR 600-16

for control by the personnel officer. The division
AG has primary responsibility for the operation of
the Division Personnel Support System, therefore,
the personnel officer should program sufficient
review of the routing channels to assure that
commanders are not unnecessarily burdened witn
unimportant documents but receive information
which is essential to performance of their command
responsibilities.

Section VI. PHYSICAL LAYOUT, EQUIPMENT AND FACILITIES

2-16, Garrison, a. The efficient operation of an
office depends to a large extent on its physical
layout. Considerable time and thought should go
into assessing the available resources and planning
the physical layout of the Personnel Service Division
because a poor layout reduces efficiency through
wasted time and motion. DA Pam 600-8 contains
the basic principles of office layout and techniques
for analysis of workflow, and should be used when
determining the physical layout.

b. Physical layout is so important that it may
either facilitate or hinder the organizational struc-
ture. An important advantage of subdividing the
Personnel Service Division into seven composite
teams lies in the flexibility afforded by the smaller
space requirement of each composite team. When
the spatial standards include in DA Pam 600-8 are
applied to the entire organization, the Personnel
Service Division requires approximately 31,000
square feet of floor space—a room size which is
prohibitive at many locations. Each composite
team requires approximately 1,700 square feet of
floor space and thereby offers a greater selectivity of
building sites without an attendant reorganization to
adjust to physical limitations.

c. Appendix 2-JII portrays a physical layout for a
typical composite team in garrison. This layout
offers the following advantages:

(1) Pay and Records Team Leaders are
situated to—

(a) Exercise control over their subordinates.
(6) Facilitate their discussion of common

problems,
(c) Control visitors to the composite team.

(2) A pay specialist is located adjacent to a
records clerk who serves the corresponding
units. This arrangement facilitates—

(a) Routing of source documents.
(b) Exchange of information and records.
(c) Proofreading of military pay vouchers

and the audit or cross-cheek of individual
personnel records.

(d) Transfer of skills and knowledges.
(e) Joint use of telephone and tables.

(3) Personnel action specialists are near the
control specialist. This arrangement is
advantageous because many of the person-
nel action tasks are initiated by the
suspense system.

(4) The control specialist is near the reports
clerks. This arrangement is necessary
because their procedures require frequent
contact, and crosstraining between these
duty positions is essential.

(5) Source documents may be routed in a
straight line. For example, the route of
the two action copies of the morning
report are—

(a) Reports clerk —control specialist -pay
specialist —records clerk.

(b) Reports clerk -personnel action special-
ist—personnel management specialist.

(6) Processing and personnel management
specialists are located near the entrance
because of the visitor traffic.

d. This layout should be possible in nearly every
kind of building which normally will l>e available
to Personnel Service Divisions. Accordingly, per-
sonnel officers should seek to gain as many of the
advantages as is possible if the available building(s)
are not completely amenable to this layout.

c. Appendix 2-1V portrays a physical layout for
the Personnel Service Division in garrison. The
diagram illustrates the relative location of the.
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composite teams to the supervisory and service
element of the Personnel Service Division. Avail-
able resources vary widely between installations and
few, if any, Personnel Service Divisions will be able
to obtain a building which will house the entire
Personnel Service Division. This layout has the
following advantages:

(1) The office Services Unit is located near the
entrance to facilitate messenger and visitor
control

(2) The personnel officer is near all of his
primary assistants except for the chief of
the Administrative Machine Branch.

(3) Branch chiefs are centrally located with
respect to the composite teams.

/. If space is not available to employ the layout
depicted in appendix 2-IV, personnel officers should
consider carefully the advantages listed above
because they are essential to control and direction
of the Personnel Sen-ice Division. When using
several buildings, messenger and visitor control
deserve special attention l>ecause the absence of
direction will lead to an unfavorable effect through-
out the division.

g. Other considerations in the physical layout
for the Personnel Service Division include—

(1) Physical facilities such as lighting, heat,
ventilation, plumbing, electrical outlets,
etc. The working conditions are important
because of their direct effect on the morale
of assigned personnel. Illumination, for
example, is worthy of attention by the
personnel officer because of the close rela-
tionship between visual conditions and
productive efficiency. Noise control will
be important to personnel specialists work-
ing in proximity to the punched card
machines.

(2) Ease of access. This includes both entrance
to an area occupied by an organizational
element and freedom of movement within
the area.

(3) A convenient parking area. A large service
organization such as the Personnel Service
Division must expect a large number of
visitors and the consequent need for
adequate and convenient parking space.

h. Providing the equipment necessary for garrison
operations is closely related to planning the physical

2-6

layout because the quantity, size, and shape of
equipment to be used limits the layout. Initially,
the personnel officer should develop an exhaustive
list of equipment necessary to perform the assigned
duties. Next, he should determine the availability
of such equipment. Finally, he must plan a layout
which will accommodate the equipment and person-
nel in a pattern which satisfies the organizational
requirements as well as the basic principles of office
layout.

2-17. Field, a. The same basic principles of
physical layout apply to field operations. Only the
applications change due to tentage, terrain, and
tactical conditions. The equipment and facilities
are fixed by tables of equipment; and the personnel
officer determines their allocation.

b. Appendix 2--V portrays a physical layout for
a typical composite team in the field. This layout
offers the following advantages:

(1) A supervisor is placed in each tent to
avoid rearrangement of personnel when
the terrain requires separation of the
tents.

(2) The personnel specialists are grouped to
correspond to the units they serve. This
arrangement facilitates—

(a) The same advantages as afforded by the
proximate location of the pay specialist
and records clerk in garrison.

(b} Forming a second echelon support team.
This is advantageous because the second
echelon support team requirements will
be generated by field operations.

(c) Reduced traffic through the tents by
having tents marked with unit designa-
tions.

(3) The control specialist is near the reports
clerks for the same reasons as in garrison.

c. KM 12-11 describes the arrangement of ele-
ments located in the division rear echelon, and also
contains guidance on other factors to be considered
when operating under field conditions. Appendix
2-VJ portrays a typical layout for the Personnel
Service Division in the field. The tent locations will
vary with the terrain, but the relative positions
should follow the depicted pattern. This layout
has the following advantages:
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(1) The Office Services Unit is located near the
dismount point for the convenience of
messengers and visitors.

(2) The composite teams are placed in satis-
factory tactical positions.

(3) The personnel officer is near all of his pri-
mary assistants.

(4) Branch chiefs are centrally located with
respect to the composite teams.

Section VII. FIELD OPERATIONS

2-18. Planning, a. The size of the Personnel
Service Division and the volume of equipment
necessitate careful advance planning of all matters
related to field operations. Initially, the personnel
officer must delegate planning responsibility to his
primary assistants and reserve to himself a final
responsibility to merge the various plans into an
effective program. Planning must consider per-
sonnel and equipment requirements in the successive
phases of preparation; loading and unloading; and
occupation and establishment of the bivouac area.

6. Planning for the preparation phase should
include a consideration of all factors which will
remain constant over a period of lime. These
factors include—

(1) Volume, locution, inventory, and inspec-
tion of TOE equipment.

(2) Volume, location, and inventory of publi-
cations and blank forms.

(3) Type, stock level, and inspection of
expendable supplies.

(4) Volume and location of records and files.
(5) SOP for prepacking and packing. These

SOP should contain specific instructions on
what, where, "'hen, how. and who.

(6) Transportation requirements.
(7) March planning when required.
(8) Advance or quartering party requirements.
(9) Control over personnel work being proc-

essed at the expected time of movement.
(10) Obta in ing the health and dental records.
(11) Termination of garrison activities which

would not apply in the field.

c. The scheduling of inventory and inspection
of materials and equipment should provide for time
10 replace obsolete forms and unserviceable equip-
ment which may be discovered.

d. Planning for the loading phase of field oper-
ations must consider the following factors:

(1) Notifications or warning orders.
(2) Personnel responsibilities, to include super-

vision.
(3) Time allowances.
(1) Final packing of records, supplies, and

equipment.
(5) Designation of transportation and loading

plans for personnel and records, supplies,
and equipment.

(0) Reports of completion or problems.
(7) Practice loading.

c. Planning for occupation and establishment of
the bivouac area should include—

(1) Development of plans for relative locations
of tents, equipment and vehicles.

(2) A definition of the specific duties of the
advance or quartering party.

(3) A standing operating procedure for estab-
lishment of the bivouac outlining the
specific duties and responsibilities of each
person.

(4) Planning for required participation by the
Personnel Service Division in the tactical
and damage control operations of the rear
echelon. See FM 12-11.

(5) Provisions to insure that all personnel are
familiar with the plan and their specific
duties and responsibilities.

2-7

ZapataMP
Pencil

ZapataMP
Pencil



AR 600-16

Section Vffl. APPLICATION TO SEPARATE BRIGADES

2-19. Applicability. The model SOP contained
in subsequent chapters and in AR 600-17 are appli-
cable to separate brigades functioning with com-
posite teams, as well as to divisions. However,
minor modifications may be required to meet local
circumstances. The responsibilities of the personnel
officer of a division, which are discussed in section I
above, are equally applicable to the personnel officer
of a separate brigade. Those procedures in chapters
3 through 7 which are concerned with operating
under the punched card machine system are not
applicable to separate brigades. However, for each
procedure which deals with a punched card machine
application, there is a procedure provided which
describes the function and the procedure for han-

dling the function manually. As an exception to
the above, there is no procedure provided for
preparation of the Personnel Qualifications Roster.
In this connection information included on the
roster normally is furnished only by the brigade
PSD to commanders and personnel staff NCO's
upon request. When the brigade is operating under
DA Pam 600-8, i.e., when there are less than
3,000 troops served and the Personnel Sen-ice
Division is not organized using composite and
functional teams, the functional branches must
continue to use AR 600-16 and AR 600-17 as they
pertain to personnel staff NCO's and document
routing channels between unite and the Personnel
Service Division.

2-8
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APPENDIX 2-1
PROCEDURE FOR RESPONSE TO UNITS AND APPLICANTS

Reference. AR 340-15.

Procedure
1. This procedure supplements all other pro-

cedures in which a written inquiry, an appu'cation, or
a request for any personnel action is received in the
Personnel Service Division. Examples include a pay
inquiry submitted on the form letter (app. 1-V),
an application for hardship discharge, or a request
for redesignation of primary MOS.

2. Upon receipt of an application or request for a
personnel action, or an inquiry on a previously
submitted applies tion or request, tbe personnel
specialist—

a. Reviews inquiries and takes action to deter-
mine the status of the case. Prepares a reply to the
inquiry and forwards it to the supervisor for review.

b. Reviews applications and requests, and esti-
mates whether positive action can be taken within 3
workdays. Positive actions include a reply to the
application or request, or furnishing the initiator a
copy of the forwarding indorsement or comment, if
the division cannot take final action on the case.

c. Prepares a Delay, Referral, or Follow-up Notice
(DA Form 209) (fig. A2- I.I) for cases estimated to

require more than 3 workdays. Forwards the DA
Form-209 and the case to the supervisor for review.

3. Upon receipt of an inquiry, application, or
request from the personnel specialist, the supervisor—

a. Reviews the case to determine the time required
for positive action.

b. Takes alternative action, such as assignment to
another personnel specialist, if appropriate.

c. Signs and dispatches the DA Form 209 if—
(1) No alternative is appropriate or the

complex nature of the case requires more
than 3 workdays.

(2) Final action on the case cannot be taken by
the division and it is estimated that the
action headquarters will not return the case
within 3 workdays.

d. Signs and dispatches inquiries if the reply is
suitable.

e. Returns the application or request to ths
personnel specialist if c above applies and insures
that processing begins as soon as possible.

4. If final action on a case previously estimated to
take less than 3 workdays is unforeseeably delayed,
the personnel specialist and supervisor follow the
procedure in paragraph 2c and paragraph 3, respec-
tively.

FROM)

25 WE HAV£ R E C E I V E D v d u » f r ^f * OAT EP

r/£ *J
FILE REFERENCE.

[_n YOU MAY EKPKCT A REPLY FROM TMI$ OFFICE ABOUT. 2.2.

,__1 WHO WILL REPLY TO YOU DIRECTLY

| REPLY TO OUR ____________________________

SUBJECT ___________________________________

TO OBTAIN rt«rORt»ATIOH

RFFCREMCE MA.S HOT aCEH RECEIVED PLKA1E REPLY OR ACKNOWLEDflC.

TYPED HAME.. GRADE AND TITLE

JOHN DCE
Sr FA Sp

DA FORM 209 »«vi*us to.T,o«« OF TH» FOR- AND DELAY, REFERRAL, OR FOLLOW-UP MOT1CC
1 JUN «0 OA F0«*l 10»-l ARE OMOLETE. - I . - - . .

A2-1

ZapataMP
Pencil

ZapataMP
Pencil



AR 600-16

APPENDIX 2-n
PROCESSING REQUESTS FOR ORDERS FROM DIVISIONAL UNITS

Reference. All 310-10.

Procedure
1. This procedure supplements all other pro-

cedures when requests for orders (DA Form 244G-R)
are received in the Office Services Unit from a
divisional unit. The request for orders will be
routed to the branch having functional responsibility
for the type of action to be accomplished by the
order. For example, a request for orders establishing
a board of officers will be routed to the Personnel
Action Branch; a request for orders involving a
reassignment, within a battalion will be routed to the
Personnel Management Branch, etc.

2. Upon receipt of a DA Form 2446-R requesting
an action which is determined to be consistent with
the division policy, the personnel specialist—

a. Verifies the personnel data in the request with
the personnel records.

o. Adds any additional data and/or special in-
structions to the request as required by the pertinent
regulations.

c. Makes a pencil note that the request for orders
has been forwarded to the Office Services Unit, e.g.,
the pay specialist notes on the number 5 worksheet
copy of an MPV "Req for sep rats 16 May 62," the
personnel action specialist posts an order appointing
a !>oard of officers to reflect "Req to delete Col Jones,
add Col Smith, 17 Jun 62."

d. Annotates the DA Form 2446-R to indicate
verification and forwards to the Office Services Unit.

3. Upon receipt of a DA Form 2446-R requesting
an action which is determined to be inconsistent with
the division policy, the personnel specialist forwards
the request for orders to the branch chief for deter-
mination of the action to be taken. When a de-
termination has been made by the branch chief, the
personnel specialist follows the procedure in para-
graph 2, or takes other action as directed.

A2-2
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APPENDIX 2-IV

PHYSICAL LAYOUT FOR PERSONNEL SERVICE DIVISION
(Garrison)
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APPENDIX 2-V

PHYSICAL LAYOUT FOR
COMPOSITE TEAM

(Field)
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APPENDIX 2-VI

TYPICAL FIELD LAYOUT
Personnel Service Division-AG Section

* Division Finance Van
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CHAPTER 3
PERSONNEL MANAGEMENT

Section I. GENERAL

3-1. Discussion. Chapter 3, DA Pam 600-8
contains « full discussion of personnel management
concepts. AR 600-17 contains company and bat-
talion level procedures und indicates their effect on
personnel management actions in the division.
Some personnel management actions originate in
the office of the branch chief while others begin in
the seven composite teams. For example, the
branch chief takes action to assign incoming replace-
ments to battalions and separate companies while
such matters as requests for on-the-job training are
included on the Personnel Information Rosters and
are initially considered by the personnel management
6pecialist« in the composite teams. These differences
in operating procedures require the Personnel Man-
agement Branch Chief to devise controls to insure
that the work is carried out promptly and correctly.
The personnel management officer provides technical
guidance through the senior personnel management
specialists in each composite team. These senior
specialists serve as working supervisors because
they are the. channel for the branch chief's technical
control while also providing personnel management
service to a specific unit or units.

3-2. Inprocessing. The Personnel Management
Branch is responsible for the operation of the inproc-
essing teams. Accordingly, it will be necessary to
coordinate the details of inprocessing with other
branches of the Personnel Service Division and such
other activities as the Staff Judge Advocate, Divi-
sion Finance, Office, Division Surgeon and the
Replacement Detachment.

3-3. Test control. The Personnel Management
Branch would also assume additional responsibilities
if the personnel management officer is designated as
a. test control officer. Procedures for requisitioning
and safeguarding test materials as well as a number
of other administrative details would be necessary.

3-4. Procedural Interaction Chart. The Procedur-
al Interaction Chart (App. 3-1) lists the procedures
contained in the other chapters of this regulation
which affect the Personnel Management Branch.
This chart lists only those procedures originating in
another branch of the Personnel Service Division
which require action by the Personnel Management
Branch.

Section II. CLASSIFICATION AND UTILIZATION

3-5. Responsibility, a. The division commander
is the classification authority since he is responsible
for custody of personnel records within the division;
however, proper classification is an implied respon-
sibility of commanders at all echelons. The
Personnel Management Branch should assist com-
manders to fulfi l l personnel management respon-
sibilities by—

(1) Furnishing unit commanders a copy of a
replacement's Enlisted Qualification Record
(DA Form 20) as well as other information
from the personnel records at the time of
assignment.

(2) Using Personnel Information Rosters as
a communications device l>etwecn the Per-
sonnel Management Branch and unit com-
manders. The Personnel Information
Rosters serve to advise the personnel
management officer of unit requirements
and problems in utilization of assigned
personnel as well as classification actions
desired by unit commanders.

(ii) Appointing MOS classification boards to
meet unit classification requirements as
well as the mandatory classification boards
required in the Enlisted Evaluation System.
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(4) Furnishing strength information U> bat-
talion and separate unit commanders.
These reports reflect the present MOS
strength status and projected gains and
losses.

(5) Encouraging battalion and separate unit
commanders to provide assignment priority
information.

b. The Personnel Management Branch also has u
fundamental obligation to the division commander
for monitoring proper utilization of personnel
throughout the division. This responsibility should
be fulfilled by—

(1) Interviewing soldiers and screening quali-
fication records to effect the most appro-
priate assignments.

(2) Periodic visits to units to interview soldiers
on their assigned duties.

(3) Submission of surplus reports to advise
higher headquarters of the division require-
ments for qualified personnel.

c. Another Personnel Management Branch re-
sponsibility is that of insuring a qualitative distribu-
tion of personnel throughout the division. Some of
the qualities that may be considered are physical
category, aptitude area GT, and educational level.
When desired other areas may be considered. A
screening of personnel should be made periodically
to determine if there is an equitable distribution of
personnel between battalions and separate com-
panies, and appropriate adjustments made by
establishing assignment priorities for new replace-
ments. When punched card machines are employed,
much of this type of data will be available, and may
be requested from the Administrative Machine
Branch.

Section m. PROMOTIONS AND APPOINTMENTS

3-6. Scope. Officer promotion procedures in
this regulation are limited to promotions to first
lieutenant and warrant officer W-2 because Head-
quarters, Department of the Army controls tem-
porary and permanent promotions to all other
grades. The division commander may establish

promotion boards to consider nominees for promo-
tion to any enlisted grade even though a board is
required by regulations only for appointment to
grades E-8 and E-9. The system for allocating
enlisted appointment quotas is also a matter of local
policy.

Section IV. PUNCHED CARD MACHINES

3-7. Service, a. The Personnel Management
Branch is a prime beneficiary of the services of the
Machine Processing Unit because much of their
time-consuming work is accomplished mechanically
with a greater degree of accuracy. In addition to
the machine applications included as Personnel
Management Procedures, a number of other appli-
cations may be requested of the Machine Processing
Unit. Information in the punched cards will yield
reports on such matters as—

(1) Enlisted men eligible for permanent ap-
pointment.

(2) Enlisted men eligible for MOS testing.
(3) Personnel with special qualifications and/

or training,
(4) Personnel to be administered sample survey

questionnaires.
(5) Enlisted strength data by physical profile

and aptitude area GT.

(6) Projected loss data.
(7) Enlisted men awarded proficiency pay.

b. When punched card machines are available,
the Personnel Management Branch receives a
notification to accomplish suspense actions from the
control specialist by means of a Personnel Suspense
Card (DA Form 2470-1) and a Personnel Suspense
Roster (DA Form 2474). Otherwise, the procedures
for accomplishing the suspense actions remain
unchanged.

3-8. Augmentation when punched card machines
not available. Until punched card machines are
available, the Personnel Management Branch
should be augmented by 11 personnel management
specialists and 2 clerk-typists to perform the
functions which normally would l>e accomplished
by the Machine Processing Unit. The office of the
branch chief should be augmented by 4 personnel
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management specialists and 2 clerk-typists, while
an additional personnel management specialist
should be added to each of the composite teams.

3-9. Obtaining gains and losses information.
The Personnel Management Branch furnishes pro-
jected gains and loss information to the Machine
Processing Unit. This information is transmitted

AR 600-16

by means of a Personnel Data Processing Card
fDA Form 2-168-1). The branch furnishes gains
information by completing the basic data on a blank
card and furnishes loss information by using one of
tho cards stored in each individual's 201 file. Com-
plete information on the preparation and use of the
Personnel Data Card is included in chapter 8.
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C 3, AR 600-16

PROCEDURE 3-1

CLASSIFICATION AND RECLASSIFICATION OF ENLISTED PERSONNEL

•^References. Procedures 10-1-3 and 11-1-3,
AR 600-17; AH 611-201, AR
611-202 (Classified), AR GOO-
200 DA Pam 600-8, DA Pam
611-8.

Procedure
1. The senior personnel management special-

ist screens the Personnel Information Roster
(PIR) monthly and the morning- report daily
to identify—

a. Soldiers performing on-the-job training
(OJT) to qualify for award of a new PMOS.

b. Soldiers performing duties to qual i fy for
award of an MOS in the pattern or normal
progression from their present MOS as shown
in DA Pam 611-8.

r. Soldiers laterally appointed as NCO's or
specialists.

d. Soldiers appointed to a higher NCO or spe-
cialist pay grade.

e. Soldiers reduced to pay grades not com-
mensurate with MOS held.

itXcte. Enlisted personnel who possess skills and
knowledges required for any five-character MOS, as
specified in AR 611-201, or AR 611-202 may be
awarded that MOS provided individual meets physical
mental , and special requirements contained in specifi-
cation for MOS.

2. For soldiers under paragraph In and b. if
the unit commander enters remarks on tho PIR
to indicate successful completion of training
within a reasonable period of time (60-1'20
days), the senior PM specialist—

n. If the action is classification in an MOS
in the pattern of normal progression from the
current PMOS as shown in DA Pam 611-3,
prepares a request for orders, signs and for-
wards to the Office Services IJnit.

b. If the action is classification in an MOS
outside the normal progression from the cur-
rent PMOS as shown in DA Pam 611-8—

(1) Prepares 3 copies of an overprinted
DA Form 1049 (fig. 3-1.1).

AGO 6603A

(2) Forwards the original and 1 copy to
the PM officer for review, signature
and dispatch.

(3) Retains 1 copy in the 31-day suspense
file pending reply from the unit.

3. Upon return of the DA Form 1049 from
the unit, the senior PM specialist reviews the
reply and takes one of the following actions,
as appropriate:

a. Prepares, signs and forwards a request for
orders to the Office Services Unit when the
reply indicates agreement between the unit
commander and soldier for redesignation of a
PMOS.

b. Prepares the case for MOS classification
board action when the reply indicates agree-
ment between the unit commander and soldier
but will result in the withdrawal of a VPMOS
(Procedure 3-3).

c. Prepares the case for MOS classification
board action when the reply indicates disagree-
ment between the unit commander and the
soldier (Procedure 3-3).

4. If the unit commander does not enter re-
marks on the PIR to indicate successful comple-
tion of OJT within a reasonable period of time
(120 days), the senior PM specialist--

a. Prepares 3 copies of an overprinted DA
Form 1049 (fig. 3-1.2) requesting an explana-
tion of the delay and a date by which the
soldier may be expected to become qualified.

(1) Forwards the original and 1 copy to
the personnel management officer for
review, signature and dispatch.

(2) Retains 1 copy in the 31-day suspense
Ale pending reply from the unit.

b. Suspends the future classification actions
upon receipt of an affirmative reply or con-
sults with the chief PM NCO upon roceipt of a
negative reply.

5. For soldiers under paragraph Ic and d, if
the present MOS and'or skill level digit is not
compatible with the new NCO or specialist
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C 3, AR 600-16

status, the senior PM specialist refers to AR
611-201 or AR 611-202 (Classified), and deter-
mines the appropriate MOS and/or skill lever
digit, prepares a request for orders, signs and
forwards to the Office Services Unit.

6. For soldiers under paragraph IP. the
senior PM specialist prepares 3 copies of an
overprinted PA r'orm 10-19 (fig. 3-1.1) re-
questing that the uni t commander determine
if withdrawal of the -1-digit I 'MOS or tho
fourth digit only is appropriate.

«, Forwards the original and 1 copy 10 the
PM officer for review, signature and dispatch.

/>. Retains I copy in the 31-day suspense ri i t?
pending reply from the unit .

7. Upon return of the DA Form 1049 from
the uni t , the senior I'M specialist reviews the
reply and—

«. If the unit commander determines that the
4-digit PMOS should be withdrawn and ro-

retraining in a new MOS, prepares the
case for classification board action (Procedure
3-3), or

6. Ii' the unit commander determines that
only the fourth digit should be changed, pre-
pares a request for orders, sign? and forwards
to the Office Services Unit.

S. The personnel management officer review?
and signs all classification and ^classification
correspondence prior to dispatch to the unit.

9. When a soldier is appointed to ;t higher
grade in an MOS other than his current
PMOS. the senior specialist-—

a. Prepares a request for orders to designate
the MO? in which appointed as bis PMOS and
to redosigr.ate the old PMOS as his SMOS.

b. Signs the request for orders and forwards
to the Office Services Unit,

3-6 AGO 6603A
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PERSONNEL ACTION
•AR U"-;j:

DATfS- 15 AUg O5

10 Aug 65
5FFFBENCE 'C» Of ' ICE VTMBOl SUBJECT

Reclaasification of Enlisted Personnel
T0; CO, Co B, T9th Inf

Ft Miller, Utah
FR°M: CG, 99th Inf Div

Ft Miller, Utah

NO PftOCISSING AOlQNS

1 (X) The Personnel Information Roster verified as of 31 Jul 6£ contains a
remark indicating that Sgt £5 Jerry R. Morris*. RA 13 476JSB1, a member of your
unit, is considered qualified in his DI4CX
forwarded to the individual concerned fo
redesignation of his present PMOS 76KAO '

( ) (Disciplinary action taken og
'. r a member of your uni
fv*OS or change in tho fourth
notified whether withdrawal of the 4 dig
4th digit only is contemplated. In any
to conforc to his new grade.

FOK THh COMMANDER:

2 THRU: CO, 3d Bn 19th Inf FROM; C
TO: CG, 99th Inf Div

Attn: Pers Mgt Br

In compliance with Co reseat Nr 1, th

(T) F-X concurs in redesignetion
( ) EX does not concur in redesi

[ Action is requ-ssted,
( ) EX does not concur in redesi

( reassigned to a different du
Personnel Information Roster

( } Classification board action
( ) Withdrnwal of PMDS (is)
( ) Request skill level digit be
( ) Ad,1ust skill level to confo

5 11BAO. Request this correspondence be
r concurrence or non-concurrence in the
t,o PK03 11B40.

?inst) (Reduction of ) f
b, could result in withdrawal of his
iigit only. Request this headquarters be
it i'JM)S is contemplated or change of the
event the fourth digit must be adjusted

JOHN W. S;£TH //
Cspt, AGC
Asst Adj Gen

0, Co 3, 19th Inf U Aug 65

i following information is furnished:

of his PMOS 76K40 to PMOS jlBAC
gnation of his P;CS, Classification Board

gnat ion of his PMOS, EX is being
ty position which will be shown on the
•
is requested*
(is not) requested.
chonRed from to .

rm to new grade.

"^-^_-^\\jv^rV*">' v- • -v
THOMAS W. LINGEN J
Copt, Inf
Comma na ing

11 X" appropriate block.

«l*H\fK /..V7/WM OX /./..-,/N VHtTL PAW.

DA

AGO 6603A

1049 IS ED-ION O^ '. OCT S3 W«lCM IS OKOifTt
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C 3, AR 600-16
PERSONNEL ACTION

t AR .(40-1 JJ

OA15-10 Aug 65
5 Aug 65

REFERENCE OR Of'iCE SfM»Ol

Oo-ThB-Job Irsining

Htt THRUt CO, 3d Bn, 19th Inf
TO: CO, Co B, 19th Inf

FROM:
CG, 99th Inf Div

Miller, Utah

f ROCISblNG ACTIONS

1. The Personnel Information Roster verified for the period ending
31 Jul 65 • does not reflect a remark indicating S?A Welter R. Trunsn.RA 10^63852.
aa sucessfully completing On-the- Job Training in his DMOS 11B4D.

J 2« Since the soldier has been performing duty in this position for a
I reasonable amount of tiae (120 days), request this headquarters be furnished an
i explanation of tho delay in qualifying for award of the >CS or a date by which
the soldier may be expected to become qualified*

FOR THE COMMANDER:

L
// JCHN W. SMITH
// Capt, AGC

Aaat Adj Gen

fOs7/M/f CMS/M ON Pt.

DA .̂ M
i; 1049

a-8

lTlON O* l OCT i3. WHICH Ib OBSOUTf

if Figure S-l.S.
AGO 6603A
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PROCEDURE 3-2

AWARD OF ADDITIONAL MOS TO COMMISSIONED AND WARRANT OFFICERS

References. AR 611-101, AR 611-102 (Classi-
fied), AR 611-103, AR 611-112,
AR 611-113 (Classified).

Procedure
1. When Personnel Information Rosters

{Procedure 3-18) have been verified and re-
turned from units and staff sections the senior
personnel management specialist—

a. Screens the rosters to identify officers and
warrant officers who have performed duties in
other than their PMOS for a period of 60 or
more days.

6. If there are officers who have performed
duties in an MOS other than their PMOS for
fiO or more days, takes the following actions;

(1) Obtains the 201 files from the records
clerk and screens tht> Officer Qualifi-
cation Record (DA Form 66) to deter-
mine if the MOS has been awarded as
an additional MOS.

(2) Prepares 3 copies of an overprinted
DA Form 10-49 (fig. S-2.1) addressed
to the officer's immediate superior, if
the MOS has not been awarded as an
additional MOS.

(3) Signs and dispatches the original and
1 copy of the DA Form 1049 to the
officer's immediate superior.

(4) Places a copy of the DA Form 1049
in the 31-day suspense file. Destroys
the suspended DA Form 1049 upon
return of the reply from the unit.

2. Upon return of the DA Form 1049 from
the unit, the senior PM specialist determines
if the MOS is approved for award as an addi-
tional MOS.

a. If award of the MOS is approved, and
providing the approving officer is not the offi-
cer's commanding officer—-

(1) Prepares a comment addressed to the
officer's commanding officer requesting
that he notify the officer of the MOS
award.

(2) Signs the comment for the personnel
management officer and dispatches the
correspondence to the commanding
officer.

b. If award of the MOS is disapproved, sus-
pends the action for 4 months, then repeats
the steps in paragraph lb(2) through (4).

c. If, at the end of 6 months from the date of
assignment to the duty position, the officer is
still not considered qualified for the award of
the additional MOS, the senior PM specialist
forwards the disapproved DA Forms 1049 to
the chief personnel management NCO for re-
view.

3. The chief PM NCO reviews and discusses
the classification action with the PM officer.

4. The PM officer contacts the officer's im-
mediate superior and/or commanding officer to
determine which action under section II, AR
611-108 will betaken.

1fKut<:. Awards and changes of primary and addi-
tional MOS for AMEDS officers must be approved by
The Surgeon General.

5. Award of additional MOS for warrant
officers is subject to approval by the Depart-
ment of the Army. The basis for and conditions
under which additional MOS may be awarded
to warrant officers are prescribed in section
IV, AR 611-103 and AR 611-112.
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PERSONNEL ACTION.
(AR 340-H)

Jul 61

Award of Additiocutl MQ6

ToT
Battalion Supply OfTicer
lat Bn, 19tb Inf/ 99tb Inf Div
Fort MlU«r, Utah

FHOH;

CG, 99th Jnf Div
Fort Miller, Utah

Personnel records Uaalcate that 2d Lt Harold E. Miller, 013̂ 6789 has
'fulfilled the minimum training requirement to be avarded an additional MC6
of 4010, UP Section n, AR 611-103, As the officer's Immediate superior,
request your ccuanentB hereoo and return of this correspondence through channels,

FOR THE CO*«ANDER:

JOHN W, SMUB
Capt, AGC
Afist Adj Oen

l/SS PLAIN PAfEt K* COftriNVATlOH OF OO«fB»rS

DA.^-..1049

3-10
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C 3, AR 600-16

PROCEDURE 3-3

MOS CLASSIFICATION BOARD PROCEEDING—ACTION REQUESTED BY UNITS

•A* References. Procedures 10-1-3 and 11-1-3,
AR 600-17; AR 611-201, AR
600-200.

Procedure
1. Upon receipt of a DA Form 1049 from a

unit requesting MOS classification board pro-
ceedings, the personnel senior management
specialist—

a. Obtains the 201 file from the records clerk.
b. Evaluates the comments by the soldier

and by the un i t and battalion commander.
r. Prepares a letter in 3 copies to refer the

case to the president of the appropriate MOS
classification board.

d. Attaches the DA Form 1049 requesting
board proceedings to 2 copies of the letter and
forwards to the chief personnel management
NCO for review.

*-. Retains 1 copy of the loiter for reference
un t i l the board convenes.

/. Returns the 201 file to the records clerk.

2. The chief PM NCO reviews, signs and dis-
patches the Setter to the president of tho board.

8. On the date the board convenes, the per-
sonnel management specialist -

a. Obtains the 201 file from the records
clerk.

6. Delivers the 201 file to the president of
the board.

c.. Assists the president of the board as re-
quired.

d. Returns the 201 file to the records clerk.

4. Upon receipt of the board proceeding?,
the senior I'M specialist—

^•n. Examines the board proceedings to
determine if the board was conducted in ac-
cordance wi th AR 600-200.

6. Examines the board findings and recom-
mendations to determine if training in a new
MOS was recommended.

r. If training in a new MOS was recom-
mended—

(1) Determines if training in the recom-

AGO 6603A

mended MOS is authorized by current
DA and local directives governing
MOS classification procedures.

(2) Determines if the soldier meets the
minimum physical profile require-
ments for the MOS as shown in AR
611-201.

(3) Prepares an informal note indicating
the soldier can or cannot be trained
in the recommended MOS. Forwards
the note together with the board pro-
ceedings to the personnel management
officer.

d. If the retention of the soldier's PMOS is
recommended, forwards the board proceedings
to the PM officer.

•^•5. The PM officer reviews and takes one
of the actions required by AR 600-200.

a. Prepares an informal note indicating the
final action.

b. Gives the board proceedings and the note
to the chief, PM NCO.

6. The chief PM XCO prepares a comment
to the DA Form 1049 which requested MOS
classification board proceeding;;. Includes the
final action on the case and requests that the
soldier be informed.

a. Signs and dispatches to the unit.
b. Forwards the original copy of the board

proceedings to the appropriate records clerk
for inclusion in the 201 file.

•fcc. If the individual is in pay grade E-7 or
higher, or possesses an MOS listed under the
special categories in chapter 9, AR 600-200,
forwards notification of action to the Chief,
Records Branch so that a Report of Change
(DA Form 2876) can be submitted.

d. Forwards a duplicate copy of the board
proceedings to the central files in the Office
Services Unit.

7. When final action on the case results in im-
mediate reclassification action, the chief PM
NCO prepares a request for orders, signs and
dispatches to the Office Services Unit.
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PROCEDURE 3-4

MOS CLASSIFICATION BOARD PROCEDURE—FAILURE TO VERIFY
QUALIFICATION IN MOS

^References. AR 611-201, AR 600-200.

Procedure
1. Upon receipt of MOS test evaluation

scores from the test control officer (TCO), the
senior personnel management specialist—

a. Determines the names of soldiers having
an evaluation score of less than 70.

b. Obtains the 201 files from the records
clerk.

c. Determines whether the test was a 1st, 2d
or 3d MOS test failure.

ifd. For cases involving 1st test failure, in-
dividuals performing duties of PMOS to sat-
isfaction of unit commanders will be inter-
viewed to determine cause of failure; if cause
is correctable PMOS may be retained until re-
sults are received from his next evaluation. If
the individual is not performing duty to sat-
isfaction of unit commander or cause of failure
is not correctable, individual will be required
to appear before a classification board.

e. For cases involving 2d MOS test failure,
prepares a letter (fig. 3-4.1) in 3 copies to the
unit advising the commander that the indi-
vidual must appear before an MOS classifica-
tion board.

/. For cases involving 3d MOS test failure,
prepares a letter (fig. 3-4.2) in 3 copies to the
unit directing the commander to initiate board
action under the provisions of AR 635-209.

g. Sig^is the letter for the personnel manage-
ment officer and dispatches 2 copies to the unit.

h. Suspends 1 copy of the letter pending reply
from the unit commander,

t. Returns the 201 file to the records clerk.

. Upon receipt of a reply to the letter
(para If) the senior PM specialist—

«. Prepares a letter in 3 copies, referring the
case to the appropriate MOS classification
board.

h. Attaches the statements from the unit to
2 copies of the letter and forwards it to the
chief personnel management NCO for review
and dispatch.

c. Retains 1 copy of the letter for reference
until the MOS classification board convenes.

3. The chief PM NCO reviews the letter and
attachments, and dispatches it to the president
of the MOS classification board.

•1. On the date the board convenes, the per-
sonnel management specialist follows the pro-
cedure in paragraph 3, Procedure 3-3.

5. Upon receipt of the classification board
proceedings from the president of the board,
the senior PM specialist follows the procedure
in paragraph 4, Procedure 3-3.

6. Upon receipt of the case from the PM
specialist the PM officer follows the procedure
in paragraph 5, Procedure 3-3.

7. The chief PM NCO prepares a letter to
the uni t commander indicating the final action
and requesting that the soldier be informed—

a. Signs and dispatches to the unit.
h. Follows the procedure in paragraph 6b

and r. Procedure 3-3.

8. When final action results in immediate
reclassification action, the chief PM NCO fol-
lows the procedure in paragraph 7, Procedure
3-3.
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C 3, AR 600-16

HEADQUARTERS
99TH INFANTRY DIVISION
FORT MILLER, UTAH

S-9 Auguat 1965

2 Auguit 1965

SUBJECT: MOS Teit Evaluation Failure

TO: Commanding Officer
Company C, lat Battalion
19th Imfamtry
Port Miller, Utah

1. MOS teat evaluation icorei received during Jul 65 indicate
that Sgt E5 Robert L. Maioa. RA 14639277. a member of your organiza-
tion, failed to attain a minimum acore of 70, thereby failing to
verify qualification in hl« PMOS 11B40.

2. Peraonnel records indicate thla to be a 2nd MOS tett failure.
AR 600-200 requirea that aoldiera vith a 2nd MOS teat evaluation failure
appear before an MOS clarification board.

3. Requeat a atatement concerning the Individual be furnished aa
an inclosure hereto. The atatenent thould include, but la not limited
to, a iunmary of dutiea performed, conduct and efficiency, and factf or
circumatancea poaalbly affecting teat performance and reconmendationa.
Statement! by the cnllated man'i immediate superiors may be attached.

4. Notification of the date, time and place of the board proceed-
ing* vill be furniahed by thii headquarter!.

FOR THE COMMANDER:

JOVN W. SMITH
Capt, AGC
Aaat Adj Gen

ifFigure 3-4.1.
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HEADQUARTERS
99TH INFANTRY DIVISION

FORT MILLER, UTAH
S-12 August 1965

1 Auguat 1965

SUBJECT: Elimination UP AR 635-209

TO: Commanding Officer
Company A, 1st Battalion
14th Infantry
Port Miller, Utah

1. MOS teat evaluation scores received during Jul55 indicate
that SF4 Albert H. Henderaon. RA 35486239, a member of your organiza-
tion, failed co attain a minimum score of 70, thereby failing to
verify qualification la his PMOS 11B40.

2. Personnel recorda indicate this to be a 3d MOS test failure.
AR 600-200 requires that soldiers with 3 MOS test evaluation failures
appear before a board convened under the provisions of AR 635-209.

3. It is directed that necessary action be initiated referring
the case to the appropriate board convened under the provisions of
AR 635-209, and this headquarters be advised of action taken not
later than the suspense date.

POR THE COMMANDER:

JOHN W. SMITH
Capt, AGC
Asst AdJ Gen

f
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PROCEDURE 3-5

ARMY LANGUAGE PROFICIENCY TESTING

Reference. AR 611-6.

Procedure
1. Upon receipt of Language Proficiency

Test results from the test control officer (ar-
rangements for testing may be made by the
individual or through his un i t ) , the personnel
management specialist— |

a. Obtains the 201 file from the records clerk.
b. Screens the DA Form 20 (Enlisted Quali-

fication Record) or DA Form 66 (Officer
Qualification Record), as appropriate, and de-
termines if the test is an original or retake.

•fac. If the test is an original and ratings are
R-0 and S-0—

(1) Returns the 20] file and the test re-
sults to the records clerk wi th instruc-
tions to post tho qualification record
and destroy the test results.

(2) Contacts the appropriate personnel
staff NCO and requests that he notify
the individual of the test results.

•fad. If the test is an original and ratings are
S-l and R-l or the test is a retake and the
ratings are R-0 or S-0.

(1) Contacts the appropriate personnel
staff NCO and requests that he ar-
range an appointment for the indi-
vidual to report to the Personnel Serv-
ice Division for interview.

(2) Suspends the 201 file and test results
for the date of the appointment.

2. On the date of the appointment , tho PM
specialist—

•fan. Prepares a DA Korm 330 (Language
Fluency Questionnaire1) in an original and 1
copy (items 6 through 13 are completed on
enlisted personnel only) based on—

(1) Personal interview with the i nd iv id -
ual.

(2) Information contained in the 201 file.
(3) The test result.

•fab. Prepares a memo routing slip addressed
to the individual's unit commander with in-
structions to forward the DA Form 330 with

AGO &603A

the unit morning report, and files the copy in
the individual's 201 file.

c. If the test was an original and a linguist
special qualifications digit or 2-digit language
code has been previously awarded—

(1) Attaches the memo routing slip to the
DA Form 330.

(2) Forwards the DA Form 330 to the
chief personnel management NCO for
review.

d. Jf the test was an original and a linguist
special qualifications digit or 2-digit language
code has not been previously awarded—

(1) Prepares a request for orders award-
ing the special qualifications digit or
2-digit language code.

(2) Attaches the memo routing slip to the
DA Form 330 and forwards it to-
gether with the request for orders to
the chief PM NCO for review.

•fae. If the test is a retake and the ratings
are S-0 and R-0—

(1) Determines if a special qualifications
digit or 2-digit language code has
been previously awarded.

(2) Prepares a request for orders to with-
draw the special qualifications digit or
2-digit language code if previously
awarded.

(3) Attaches the memo routing slip to the
DA Form 330 and forwards it to-
gether with the request for orders to
the chief PM NCO for review.

/. Returns the 201 file and the test results
to the records clerk with instructions to post the
qualification record and destroy the test results.

3. Upon receipt of the above mentioned docu-
ments, the chief PM NCO—

a. Reviews, signs and dispatches the request
for orders to the Office Services Unit, if appli-
cable.

b. Reviews the DA Form 330 and gives it to
the personnel management officer for review,
signature and dispatch to the unit.

4. The PM officer reviews, signs and dis-
patches.
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PROCEDURE 3-6

REQUESTS FOR RETESTING FOR APTITUDE AREAS

•^•References. Procedure 11-1-12, AR 600-17;
AR 10-5, AR 10-50, AR Gil-
201, AR 600-200, AR 621-5.

Procedure
•fal. Upon receipt of a request from the unit ,

the personnel management .specialist—
a. Obtains the 201 file from the records clerk.
6. Screens the request against the retest cri-

teria in AR 600-200.
c. Prepares a comment to the test control offi-

cer (TCO) requesting arrangements be made to
administer the test, if screening indicates the
request is for a first retest and the individual
meets the criteria in AR 600-200, or

d. Prepares a comment addressed to the head-
quarters having authority to approve second
retests if screening indicates the request is for
a second retest and the individual meets the
critoria in AR 600-200, or

p. Prepares a comment returning the request
to the unit if the individual does not meet the
criteria in AR 600-200. Includes the reason
for failure to meet the retest criteria.

/. Returns the 201 file to the records clerk.

2. The PM specialist forwards all requests
for retesting for aptitude areas to the chief
personnel management NCO for review, signa-
ture and dispatch. (The means and responsi-
bility for notifying the individual of the date,
time and place to report for testing is a matter
of local policy.)

3. The chief PM NCO reviews the request,
signs for the personnel management officer,
and dispatches it to the TCO.

4. Upon receipt of the test results from the
TCO, the PM specialist—

a. Obtains the 201 file from the records clerk.
b. Computes the test scores to determine

changes in aptitude area scores.
c. Returns the 201 file together with the test

results and Die recomputation of the aptitude
area bcores to the records clerk for posting.

d. Contacts the appropriate personnel staff
NCO and requests that he contact the individ-
ual and inform him of the test results and any
changes in aptitude area scores resulting from
the retest.
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AR 600-16

PROCEDURE 3-7
ARMY LANGUAGE APTITUDE TESTING

References. AR 611-82, AR 611-103. AR 621-5,
AR 600-200.

Procedure
1. Upon receipt of either an application for

language training, reassignment instructions involv-
ing language training or a suspense notification from
the control specialist, the personnel management
specialist—

a. Obtains the 201 file from the records clerk.
6. Screens the DA Form 20 (Enlisted Qualifica-

tion Record) or DA Form 66 (Officer Qualification
Record), as appropriate, to determine—

(1) If the individual meets the criteria con-
tained in AR 611-82.

(2) If the test will be an original or a retake.
c. Prepares a request for testing to the test cont rol

officer (TCO) indicating that the individual meets
the criteria in AR 611-82 and specifying which test
is to be administered (ALAT I or ALAT-2).

d. Returns the 201 file to the records clerk and
retains the initiating correspondence pending receipt
of the results of the test. (The means and respon-
sibility for notifying the individual of the date, time

and place to report for testing is a matter of local
policy.)

e. Forwards the request for testing to the chief
personnel management NCO for review.

2. The chief PM NCO reviews, signs for the PM
officer and dispatches to the test control officer
(TCO).

3. Upon receipt of the test results from the TCO,
the PM specialist—

a. Forwards the information to the records clerk
for posting to the qualification record.

6. Prepares a forwarding indorsement to the
initiating correspondence, if applicable, and for-
wards to the chief PM NCO for review, or

c. If testing was initiated by suspense notifica-
tion, notes the date tested on the notification and
returns it to the control specialist.

4. The chief PM NCO reviews the forwarding
indorsement, if applicable, and forwards to the PM
officer for review, signature and dispatch.

5. The PM officer reviews, signs and dispatches
to the next higher headquarters.
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PROCEDURE 3-8
PREPARATION AND PROCESSING OF MOS PROFICIENCY TEST ROSTERS—

AND COMMANDER'S EVALUATION REPORTS

References. Procedures 11-1-4, 11-1-8, AR 600-
17; AR 601-210, AR 600-200.

Procedure
1. Upon receipt of an MOS test announcement

circular, the personnel management specialist—
a. Screens Personnel Inventory Reports, Part I,

and determines the number of soldiers to be tested
in each 4-digit MOS.

b. Furnishes the information to the chief person-
nel management NCO who consolidates the infor-
mation for the division and notifies the test control
officer (TCO) of the total number to be tested in
each 4-digit MOS.

c. Annotates the posted up-to-date copy of the
personnel rosters (DPU) to identify the

names of soldiers to be tested.
d. Obtains from the records clerk the 201 files of

soldiers to be tested.
e. Screens the 201 files to determine eligibility

for testing using the criteria in AR 600-200 and
th« t«st announcement circular.

/. Prepares Section I of DA Form 2166 (Com-
mander'e Evaluation Report (CER)) in an original
copy only for each eligible individual.

gr Returns the 201 fiks to the records clerk.
h. Prepares 3 copies of a form letter (fig. 3-3.1,

DA Pam 600-8) addressed to units having soldiers
to be tested.

1. Prepares a separate roster (5 copies) of personnel
for each 4-digit MOS by unit.

j. Attaches the CER's and 2 copies of the 4-digit
MOS rosters to 2 copies of the appropriate form
letter—

(1) Gives the letters and attachments to the
senior personnel management specialist
for review.

(2) Retains 3 copies of the 4-digit MOS rosters
pending return of the CER's from the
unit, and receipt of MOS Evaluation Test
Aid Pamphlets from the TCO.

(3) Retains 1 copy of each form letter for
reference.

2. The senior PM specialist reviews the letters
and attachments, signs for the personnel manage-
ment officer and dispatches to the unit.

3. The PM specialist screens the retained 4-
digit MOS rosters daily against the morning reports
and orders. Posts gains, losses and other changes in
status in order to maintain an accurate, up-to-date
listing of all individuals scheduled for testing.

4. Upon receipt of MOS Evaluation Test Aid
Pamphlets from the TCO, the PM specialist—

a. Prepares 3 copies of a DA Form 2496 (see fig.
3-3.2, DA Pam 600-8) to transmit the pamphlets to
the units.

6. Attaches 2 copies of the retained 4-digit MOS
rosters to the appropriate DA Form 2496.

c. Attaches 1 copy of the appropriate MOS test
aid pamphlet for each name on the rosters.

d. Signs the DA Forms 2496 for the PM officer
and dispatches together with the attachments to
the unit.

e. Retains 1 copy of the DA Form 2496 for
reference.

5. Upon return of the completed CER's from the
unit, the PM specialist—

a. Reviews each CER against the criteria in
AR 600-200.

6. Annotates the 5th copy of the retained 4-digit
MOS roster to indicate that CER's have been
received.

c. .Arranges the CER's alphabetically by grade
for each 4-digit MOS.

d. Prepares an MOS Evaluation Test Roster (DA
Form 2165) in 4 copies for each 4-digit MOS by unit.

e. Attaches the, CER's to the original and I copy
of the appropriate DA Form 2165—

(1) Gives the DA Forms 2165 and attachments
to the senior PM specialist for review.

(2) Retains 2 copies of each DA Form 2165
pending notification of the test schedule
from the TCO.

6. The senior PM specialist reviews the DA Forms
2165 and attachments, signs and dispatches to the
TCO.

7. When individuals will be absent during the
test period or will be reassigned after receipt of the
tost announcement circular but prior to the test
period, the PM specialist—

a. Contacts the TCO to obtain CER's if they
have been prepared and transmitted to that office, or
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t- 6. Contacts the appropriate personnel staff NCO
to obtain CER's from units if they have been ini-
tiated but not returned, or

c. Partially prepares (Section I) CER's and
forwards them to the appropriate personnel staff
NCO with a request to have them completed and
returned prior to the departure of the soldier.

8. Upon receipt of the test schedule from the
TCO, the PM specialist—

a. Annotates the 2 retained copies of the DA
Form 2165 with the date, time and place of the test.

b. Prepares 3 copies of a DA Form 2496 (see fig.
3-3.4, DA Pam 600-8).

c. Attaches 1 copy of the DA Form 2165 to the
original and 1 copy of the DA Form 2496—

(1) Signs the DA Form 2496 for the PM officer
and dispatches to the unit.

(2) Retains 1 copy of the DA Form 2165 and
the DA Form 2496 for reference.

9. When notified by the TCO that the testing
has been accomplished, the PM specialist furnishes
the information to the Personnel Records Branch
for posting DA Forms 20.

10. Upon receipt of the Evaluation Data Cards
and the machine prepared roster from the TCO,
the PM specialist—

a. Forwards the Evaluation Data Cards to the
Personnel Records Branch for posting DA Forms
20 and filing.

6. Retains the machine prepared roster pending
notification of the MOS test cutoff scores.

11. Upon notification of the MOS test cutoff
scores, the PM specialist—

a. Prepares 3 copies of DA Form 1049 (fig.
3-3.5, DA Pam 600-8) addressed to units having
soldiers who were tested.

6. Attaches the roster of individuals tested and
the test scores achieved to the original and 1 copy
of the DA Form 1049—

(1) Gives the DA Forms 1049 and attachments
to the senior PM specialist for review.

(2) Retains 1 copy of the DA Form 1049 and
the roster for reference.

c. Prepares requests for orders to remove soldiers
from proficiency pay status who were previously
authorized proficiency pay but failed to achieve the

C 1, AR 600-16

the new cutoff score. Gives the requests to the
senior PM specialist for review.

12. The senior PM specialist —
a. Reviews the DA Forms 1049, signs for the

PM officer and dispatches to the unit.
b. Reviews the requests for orders, signs and

dispatches to the Office Services Unit.
13. Upon receipt of the names of enlisted men

approved and not approved for proficiency pay from
the unit, the PM specialist requests appropriate
orders.

. Upon receipt of an Enlistment Qualifying
Application (Specially Recruited Personnel) (DA
Form 1696-R) from the Personnel Action Branch
(Procedure 4-5) with a request for MOS evaluation
prior to enlistment or reenlistment, the senior PM
specialist takes the following actions:

a. Verifies that the grade and 4-digit MOS in
which evaluation is requested as appropriate, and
verifies that the requirements of AF 600-200
are met*

b. Obtains the 201 file from the records clerk.
c. Contacts the appropriate personnel staff NCO

and requests that he arrange for an appointment
to have the individual report to the Personnel Service
Division for interview.

d. When the individual reports for interview —
(1) Renders all possible assistance to the officer

in selection of an appropriate MOS and
grade.

(2) Instructs the individual that arrangements
will be made for evaluation testing and
that he will be notified of the date, time and
place for testing.

(3) Dismisses the individual.
(4) Returns the 201 file to the records clerk.

e. Arranges with the TCO for evaluation of the
applicant.

/. Notifies the appropriate personnel staff NCO
when and where the individual is to be tested.

g. Upon receipt of the results of the MOS evalu-
ation testing—

(1) Records the test results on the DA Form
1696-R in accordance with AR 601-210.

(2) Forwards the DA Form 1696-R to the
appropriate personnel action specialist for
action under AR 601-210.
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AR 600-16
PROCEDURE 3-9

PROCESSING AND ADMINISTRATION OF SAMPLE SURVEY OF
MILITARY PERSONNEL QUESTIONNAIRES

References. Procedure 10-1-2, AR 600-17; AR
600-45, DA Pam 600-8.

Procedure
J. PeriodiraJJy the Data Processing Unit (DPU)

serving the division will forward Sample Survey of
Military Personnel Questionnaires (DA Form 1558-
series) and rosters of soldiers to be included in the
survey. Upon receipt of the questionnaires and
rosters, the personnel management specialist takes
the following actions:

a. Compares the posted up-to-date monthly
personnel rosters (DPU) with the survey question-
naire rosters. Updates the questionnaire roster to
indicate gains and losses that occurred prior to the
"as of" date of the survey.

b. Forwards a copy of the updated questionnaire
roster to the appropriate records clerk with an
informal request for the 201 file of each soldier on
the roster.

2. Upon receipt of the 201 files, the PM
specialist—

a. Completes the questions on DA Form 1558-
series followed by the letters "a" and "b" that are
under the heading "THE FOLLOWING QUES-
TIONS WILL BE COMPLETED BY THE
PERSONNEL CLERK." Makes no entries on
DA Form 1558-series followed by the letter "c."

b. Contacts the appropriate personnel staff NCO—
(1) Furnishes names, by unit, of soldiers

included in the survey. Jf the number to
be surveyed is large, notification may be
made in writing.

(2) Advises that one officer from the battalion
will be required to act as supervisor.

(3) Requests that one NCO be furnished for
each group of 10-15 respondents to act
as assistant supervisors.

(4) Advises of the time and date to assemble
the soldiers to be surveyed and requests
notification of the location of the survey
site.

(5) Requests the names of soldiers who will
not he available for the survey, to include
reason for their absence, be furnished on
the survey date.

c. If there are soldiers who are attached on TDY
from another station, and should be included in
the survey -

(1) Contacts the appropriate personnel staff
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XCO and requests that he arrange to have
the soldier(s) report to the Personnel
Service Division on (specify date).

(2) Obtains the 201 files from the records
clerk, if the files are available.

(3) Follows the procedure in a above.
3. On the date the TDY soldiers report, the PM

specialist administers the respondent's portion of
the questionnaire.

a. Forwards partially completed questionnaires
on soldiers for whom there is no 201 file available
to their unit of assignment for completion and
forwarding to the DPU.

b. Forwards completed questionnaires on soldiers
for whom the 201 file is available to the DPU which
serves their unit of assignment.

4. On the date of the survey, the PM specialist
takes the DA Forms 1558-series and the 201 files
to the designated place.

a. Obtains the names of soldiers not available,
to include the reason for nonavailability, from the
personnel staff NCO.

6. Makes the 201 files available to the monitors.
c. Assists in administering the survey.
5. When each respondent has completed a

questionnaire and it has been reviewed by a super-
visor, the PM specialist returns to the Personnel
Service Division—

a. Returns the 201 files to the Personnel Records
Branch.

b. Enters the service number and grade of each
nonavailable soldier on the first page and the words
"not available" in the top margin of the question-
naire. Checks the reason for nonavailability on
the last page of the questionnaire.

c. Annotates the questionnaire roster to indicate
soldiers who were not available, to include the
reason therefor.

d. Consolidates the completed, nonavailable and
returned questionnaires for soldiers on TDY. For-
wards the forms with 1 copy of the questionnaire
roster, properly annotated, to the chief personnel
management NCO for review.

6. The chief PM NCO reviews, spot checks for
completeness and accuracy and gives to the per-
sonnel management officer for verification and
dispatch.

7. The PM Officer reviews, verifies the question-
naire roster and dispatches to the DPU.
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C 1, AR 600-16

PROCEDURE 9-10
APPLICATIONS FOR SERVICE SCHOOL ATTENDANCE

^References. AR 310-10; AR 350-22; Proce-
dure 11-1-3, AR 600-17;

AR 604-15; AR 611-201;
AR 611-202 (Classified) ;AR 600
-200.
DA Pam 20-21.

Procedure
1. Upon receipt of an application for service

school attendance from a unit, the senior personnel
management specialist—

a. Obtains the 201 file from the records clerk.
6. Screens the application for completeness and

waiver of proficiency rating if necessary.
c. Screens the application against the data in the

201 file and the criteria in DA Pam 20-21 and AR
600-200.

2. If the soldier meets the criteria in DA Pam
20-21 and AR600-200, the senior PM specialist
sends the application with required personnel data
to the division G3 for approval.

3. If the application is based on a quota alloca-
tion and the division G3 approves the request, the
senior PM specialist—

o. Prepares a comment approving the application
and forwards it to the chief personnel management
NCO for review.

b. Prepares a request for orders and forwards it
to the chief PM NCO for review.

c. Returns the 201 file to the records clerk.

4. If there is no school quota allocation, and the
division G3 approves the request, the senior PM
specialist—

a. Prepares a comment recommending approval
and includes the data required by AR 350-22 and/
or personnel data required by the major commander.
Addressee the comment through channels to the
approving authority, and forwards to the chief PM
NCO for review.

6. Forwards 1 copy of the forwarding comment to
the unit for the applicant's information.

c. Returns the 201 file together with a copy of the
application and forwarding indorsement to the
records clerk.

5. If the individual is ineligible or fails to meet
the criteria for service school attendance, the senior
PM specialist—

a. Prepares a comment disapproving the applica-
tion. Included the reason for ineligibility or failure
to meet criteria, as appropriate.

6. Forwards the application to the chief PM
NCO for review.

c. Returns the 201 file to the records clerk.

6. The chief PM NCO reviews applications for
service school attendance and requests for such
orders. Forwards to the personnel management
officer for review, signature and dispatch.

7. The PM officer reviews, signs and dispatches to
the appropriate addressee.
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PROCEDURE 3-11
APPLICATIONS FOR AIRBORNE/SPECIAL FORCES TRAINING

* References. Procedure 11-1-1 and 11-1-2,
AR 600-17; AR 611-7, AR 614-
6, AR 614-30, AR 614-62.

Procedure
1. Upon receipt of an application for Airborne or

Special Forces Training (DA Form 2478) from a
unit, the senior personnel management specialist—

a. Obtains the 201 file from the records clerk.
6. Screens the application against the eligibility

and selection criteria in AR 611-7 or AR 614-62, as
appropriate.

c. Reviews the application to insure its correctness
and that all pertinent data is included, to include
requests for waiver of eligibility and/or selection
criteria, as applicable. (Providing the individual is
eligible, the division commander may request waiver
of eligibility or selection criteria on behalf of the
applicant, if such a request is not included as a part
of the application.)

d. Contacts the appropriate personnel staff XCO
to obtain missing information, or returns the
application to the unit, as appropriate.

e. Returns the 201 file to the records clerk.

2. If the applicant meets the applicable criteria,

or is eligible for waiver the senior personnel manage-
ment specialist prepares a forwarding indorsement
with an appropriate recommendation, through
channels, to the approving authority.

3. If the applicant is ineligible to volunteer or fails
to meet the criteria, and is ineligible for waiver the
senior personnel management specialist—

a. Prepares an indorsement returning the applica-
tion to the applicant, with a statement of ineligibility
or failure to meet criteria, as applicable.

6. Forwards the application to the chief PM NCO
for review.

4. The chief PM NCO reviews the application
and forwards to the personnel management officer
for review, signature and dispatch.

o. The PM officer reviews, signs and dispatches it
to the next higher headquarters or returns the
application to the unit, as appropriate.

6. Upon return of an approved application for air
borne training, the senior PM specialist requires the
applicant to sign the statement on the reverse of the
application reaffirming his voluntary application
prior to requesting orders.
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PROCEDURE a-12
REQUESTS FOR SPECIAL ASSIGNMENTS AND ASSIGNMENT TO DUTY WITH

ROTC, RESERVE COMPONENT AND NATIONAL GUARD

References. Procedure 11-1-14, AR 600-17; AR
611-50, AR 611-60,

AR 614-5, AR 614-6, AR
614-29, AR 614-30, AR 600-200.

Procedure
1. Soldiers will report to the Personnel Service

Division (PSD) after clearing through their unit
and the appropriate personnel staff NCO to make
application for any one of the following type of
assignments:

a. Assignment to Army Attache" System.
b. Assignment as instructor at Army Service

School.
c. Assignment to Field Operations Intelligence

Duties.
d. Assignment to Military Advisory Group,

International or Joint Headquarters.
e. Duty with ROTC, Reserve Component and

National Guard.

2. When an individual reports to the Personnel
Management Branch to make application for one of
the above assignments, the personnel management
specialist—

a. Interviews the individual to determine which
assignment is requested.

b. Obtains the 201 file from the records clerk.
c. Screens the 201 file against the criteria in the

applicable regulation(s).
d. If the individual meets the criteria, or is

eligible for waiver—
(1) Prepares an application for the individ-

ual's signature. Includes requests for
waiver, when applicable.

(2) Prepares a form letter (fig. 3-12.1) to the
unit indicating any additional require-
ments to be met prior U> submission of
the application.

e. Instructs the individual to hand-carry the
application to his unit for indorsement by the
commanding officer.

/. Returns the 201 file to the recorda clerk.

3. Upon receipt of the application from the unit,
the PM specialist—

a. Obtains the 201 file from the records clerk.
6. Rescreens the 201 file to determine if the in-

dividual still meets the criteria in the applicable
regulations(s).

c. Examines the application to insure correctness
and that the required attachments are included.

d. If the application is in order, prepares a for-
warding indorsement to the next higher headquarters
and forwards to the chief personnel management
NCO for review.

e. Returns 1 copy of the forwarding indorsement
to the unit for the individual's information.

/. Returns the 201 file together with a copy of the
application and the forwarding indorsement to the
records clerk.

4. The chief PM XCO reviews and gives to the
personnel management officer for review, signature
and dispatch.

5. The PM officer reviews, signs and dispatches to
the next higher headquarters.
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AR 600-16

FORT MZLEZR, OTaH

19 May 1961
SDBJBCT: Personnel Intenrlm

ID: r>»Miiii i im Officer
QcMpany A, lit Battalion
09th Infantry
Fort Killer, Utah

1. Sgt B-5 Qeorge B, VilliaM. BA. 3H89B633. & Mfcer of your
organization, hM aade agpHotiop for maBlgopmt to fluty aa an
instructor at «n Ar^r Scnrice School.

2* Attacbftd la enllfft^d aan's basic application for
ccnant* Prior to ribalaalon, the foUowlne requirements aoat be
•et and/or doeoMixta BUBt "be obtained for Bub»l«alo«i vlth the
application:

a* B»qutr«s »1n1aTB wcarlty clearanro of 0«erat (Int«rl«
Secret is aeceptablt)*

b. Statement required by nrsM>nillin; officer:
of AS 600-200 are met.

FCfi tHK (YlertlTKR:

1 Incl /JOB! V. SKUH
Capt, AOC
Asst MJ Qen

Figure
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C 1, AR 600-16

PROCEDURE
REQUEST FOR 1NTRADIVISION REASSIGNMENT

References. Procedure 11-1-10, AR 600-17; AR
611-201, AR 611-202 (Classified),
AR 61A-6, AR 600-200.

Procedure
1. Upon receipt of a request from a unit, the

senior personnel management specialist—
a. Screens the Personnel Inventory Report, Part

I, to determine the status of the MOS in the current
unit.

6. Evaluates the soldier's reasons for the request,
and the comments by the unit and battalion com-
mander.

c. Determines if a vacancy exists in the requested
unit, or in any unit, if no specific unit is requested.

d. Obtains the 201 file from the records clerk
and prepares a personnel data sheet.

e. Prepares a comment forwarding the request to
the unit commander of the requested unit of assign-
ment, requesting his comment.

/. Attaches the personnel data sheet to the request
and forwards it to the chief personnel management
NCO for review.

2. Upon return of the request, the senior I'M
specialist consults with the personnel management
officer to obtain a final decision.

a. If the decision is to approve the request—
(1) Prepares a comment approving the request

and stating that appropriate orders will
be published. Includes the EDCSA.

(2) Prepares a request for orders.
(3) Forwards the approved request, and the

request for orders to the chief PM NCO
for review.

6. If the decision is to disapprove the request—
(1) Prepares a comment disapproving the

request to include the reason for dis-
approval.

(2) Forwards a copy of the request to the
records clerk for inclusion in the 201 file.

(3) Forwards the disapproved request to the
chief PM NCO for review.

3. The chief PM NCO reviews all requests for
intradivision reassignment and requests for such
orders, and forwards to the PM officer for review,
signature and dispatch.

4. The PM officer reviews, signs and dispatches.
•fa 5. When the date for review of temporary

misassigoments occurs (par. 7, procedure 3-18),
the senior PM specialist—

a. Contacts the unit or staff section to determine
if the critical shortage or emergency situation
continues to exist.

b. Establishes the next review date if the critical
shortage or emergency situation does continue to
exist.

c. Reports the soldier's availability for reassign-
ment within the division to the chief PM NCO if
the critical shortage or emergency situation no
longer exists.

6. When notified by the PM specialist that a
soldier is available for reassignment within the
division (par. 5c), the chief PM NCO—

a. Screens the Personnel Inventory Report, Part
II, to determine where the soldier's MOS is most
needed.

b. Advises the senior PM specialist where the
soldier is to be assigned and instructs him to request
reassignment orders.
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PROCEDURE 3-14
INITIAL ASSIGNMENT TO THE DIVISION—BATTALION LEVEL

References. AR 600-200.

Procedure
1. Upon receipt of information on incoming

enlisted replacements through Advance Lists of
Oversea Returnees, Rosters of Advance Individual
Trainees, special orders, and 201 files received
direct by mail, the chief personnel management
NCO—

a. Projects assignments to battalions and separate
companies by using the Personnel Inventory Report,
Part II, posted to date (see Procedures 3-15 and
3-19 for information concerning posting of Part II
of the Personnel Inventory Report).

b. Furnishes information concerning the number
of projected assignments and priorities for assign-
ment, by MOS and grade, to the senior personnel
management specialists having replacements pro-
jected for assignment to units served by their
composite teams.

c. Forwards 201 files received by mail to the sen-
ior PM specialist of the composite team serving the
unit to which the individual is projected for assign-
ment.

2. If information concerning the number and
projected assignments of expected replacements is
required by the Chief, Personnel Service Division
and. or the division adjutant general, the chief PM
NCO will prepare a report showing the number of

replacements scheduled and their projected assign-
ment. The report should include the actual number
of replacements received since the last report and
should include the actual assignments effected. A
sample report is shown in figure 3-14.1. Frequency
of the report is as required.

3. The chief PM NCO receives information from
the division Gl on units with priority for assign-
ment and deadlines to bring units up to authorized
strength or an authorized overbtrength. Priorities,
for example, could result from Preparation for
Oversea Movement, an oncoming field exercise or
a determination that any unit is at such a strength
that it impairs the unit 's capability to perform its
assigned mission.

4. The chief PM NCO actively and continuously
socks information from battalion commanders on
their priorities and problems regarding assignments.
Some of the methods he may employ include—

a. Contacts with personnel staff NCO's to en-
courage their assistance in seeking such information.

b. Requesting the personnel management officer
to contact commanders when no information U
forthcoming from a command.

c. Publishing a division directive requiring bat-
talion and separate unit commanders to furnish
such information or submit negative re ports, if
the above methods fail.
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C 3, AR 600-16

TO Pers
Div

Assignment

Off, PSD FROM

AG
Pers
PSD

of Replacements

:<gt Br

Report

DATE 3 Jul 65 CMT 1

DISPOSITION FORM
(AX .140-15)

OFFICE SYMBOL OR FILE RE^HENCE [ SUBJECT

!• Following is aprojectc-d report of replnceioent personnel scheduled for
arrivr.l during the period 3-10 Jul 65. Projected assignments are indicated, but
ere not fire.

GRADE

E-7 (NC)

E6 (NC)

E-4 (Sp)

MDS MR

1

12

PROJECTED

76K30

(1) Division Gl

(3) 2d Bn, 19th Inf
(5) 1st Bn 12th Inf
U) 1st Bn, 19th Inf

(1) 2d Bn, 14th Inf

2, Following is f- list of the actual numbor of replacements received and
assignnente effected for the oeriod 23 Jun - 2 Jul 65.

GRADE

E-6 (NC)

E-3

MOS

11B40

HE 20

NR

12

48

ACTUAL ASSIGNMENT

(4) 1st Bn, 19th Inf
(3) 3d En. 14th Inf
(2) 2d Bn, lAh Inf
(3) 1st Bn, 12th Inf

(12) 3d Bn, 12th Inf
(9) 2d Bn, 19th Inf

(11) 2d Bn, Uth Inf
(16) 3d Bn, 19th Inf

JOHN W. SMITH
Capt, AGC
Pers Mgt Off

DA F O R M
1 h'EB b 2496 HCPLACES OD FORM 96. EXISTING SUPPLIES OF WHICH WILL BE

ISSUED AND USFD UNTIL I FE H fc3 UN LESS SOONER EXHAUSTED.

if figure S-l^.l.
AGO 6603A 3-27
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C 3, AR 600-16

PROCEDURE 3-15

INITIAL ASSIGNMENT TO THE DIVISION—COMPANY LEVEL

•^References. AR 611-201, AR 611-202 (Clas-
sified), AR 600-200.

Procedure
1. The senior personnel management special-

ist receives information on incoming replace-
ments allocated to battalions and separate com-
panies served by his composite team from the
chief personnel management NCO, and takes
the following actions:

a. Considers assignment priority information
previously received from the chief PM NCO
and personnel staff NCO's.

b. Determines projected company assign-
ments by using the Personnel Inventory Report,
Part J.

c. Contacts the appropriate personnel staff
NCO.

(1) Informs him of the number of ex-
pected replacements by MOS and
grade, projected for assignment to
each company.

(2) Requests information concerning con-
currence of the projected assignments
and/or changes in priorities for as-
signments.

d. Posts the Personnel Inventory Report,
Part I (PIR). See Procedure 3-19 for prepara-
tion, posting and use of the PIR, Part I.

2. On the date enlisted replacements are to
be processed, the senior PM specialist having
L-epIacements allocated for assignment to units
of the composite team he serves—

a. Obtains the replacement source informa-
tion from the chief PM NCO.

6. Reports to the Replacement Detachment.
c. Obtains the 201 files of the individuals to

lie assigned to units served by his composite
.cam.

d. Determines firm company assignments
by—

(1) Screening each individual's 201 file.
(2) Interviewing each individual.

;i-28

(3) Considering existing vacancies and
projected loss information reflected on
the PIR, Part I.

(4) Considering assignment priority in-
formation received from personnel
staff NCO's.

e. Takes 201 files for replacements who can-
not be assigned to their original projected as-
signment, e.g., individuals having a different
MOS from that reflected on the source of as-
signment information, and individuals having
MOS changes and changes in grade for whom-
amendments to their orders have not been re-
ceived, to the chief PM NCO for determination
of a new assignment.

/. Consults with the chief PM NCO on re-
placements having special qualifications and/or
training for possible change of the original
projected assignment.

•fag. Completes item 31 of the Enlisted
Qualification Record (DA Form 20) when
necessary.

h. Prepares 2 copies of an assignment letter
(fig. 3-15.1) to the unit indicating recom-
mended assignments, and signs for the person-
nel management officer.

(1) Holds the original copy of the letter to
be given to the senior enlisted replace-
ment for delivery.

(2) Holds the duplicate copy of the letter
for later use to—

(a.) Post the Personnel Inventory Re-
port, Part II.

(b) Insure that unit commanders con-
firm assignments by the suspense
date.

i. Prepares an information sheet (Inci 1 to
fig. 3-15.1) and attaches as an inclosure to the
assignment letter.

j. Prepares a request for orders assigning
replacements to companies.

k. Gives the 201 file to the replacement and
directs him to report to the inprocessing clerk
for further processing.

AGO S603A
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I. Posts the replacement source information
(Advance Oversea Returnee Lists, Advance In-
dividual Trainee Lists, Orders) to indicate the
actual arrival of replacements.

m. Returns to the Personnel Service Division.
(1) Posts the Personnel Inventory Report,

Part II.
(2) Gives the requests for orders to the

chief PM NCO for review, signature
and dispatch to the Office Services
Unit.

(3) Returns the assignment source infor-
mation to the chief PM NCO.

3. The senior PM specialist designated as the
inprocessing team supervisor returns to the
Replacement Detachment and performs the fol-
lowing functions:

a. Supervises the overall processing.
b. Attaches the information copy of the DA

Form 20 prepared by the records clerk, to-
gether with the DA Form 1315 (Reenlistment
Data Card) received from the personnel action
specialist, to the appropriate assignment letter.

c. Gives the following documents to the senior
enlisted man assigned to each battalion or
separate company for delivery:

C 3, AR 600-16

(1) The original copy of the assignment
letters with attachments.

(2) The Personal Affairs Envelope pre-
pared by the personnel action special-
ist.

(3) Copies of orders.
d. Notifies the replacement detachment com-

mander when the records processing is com-
pleted.

e. Returns to the Personnel Service Division.
/. (iives the processed 201 files to the appro-

priate Records Team leader.

4. Upon return of the assignment letter from
the un i t commander, the senior PM specialist
reviews the letter and—

a. Determines if duty assignments were made
as recommended, and insures that the TOE
paragraph and line number to which the indi-
vidual is assigned is indicated.

b. Insures that if assignments were not made
as recommended, that changes of assignment
are authorized by existing assignment and
utilization regulations.

c. Posts the Personnel Information Roster.
d. Forwards the letter to the appropriate

records clerk.

ACO S603A 3-29
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C 3, AR 600-16 HEADQUARTERS
99TH INFANTRY. DIVISION

FORT MILIER, UTAH
S-ll May 1965

AGPSD-M
6 May 1965

SUBJECTi Notification of Assignment*

TO: Commending Officer
Company B, 1st Battalion
Hth Infantry
Fort Miller, Uteh

1, Individual (s) listed below (have) (bee) been assigned to
your organization this dete. Assignment (s) (were) (was) made
based on existing vacancies, assignment priority information
received and expected losses. It is reconmended that the indi-
vidual (a) be assigned to a duty position requiring the duty MDS
indicated .

GR.HA3C. SN PMDS ASG TO DM36

Herbert L. Mays 11B20 11B30
US 55 431 933

SP4 Joe R. Rogers 11C20 11B20
AR 19 330 012

SOT E5 Robert L. Ifatheus 11B40 IIB^O
AR 56 295 482

2, An information sheet and a copy of each individual's
qualification record and Reenlistment Data Card (DA Fora 1315) are
attached hereto.

3» Confirmation of the actual assignments, t» include
the TOE paragraph and line number, to thich each individuel is
assigned will be furnished this headquarters not later than the
suspense date. Indicate the new duty MOS if different from the
recommended duty KOS.

FOR THE COMMANDER:

3 Incl /JOHN W. SMITH
as ^Capt, AGC

Asst AdJ Gen

$-15.1.

3_3Q AGO 660SA
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AR 600-16

FERSGHHEL RECORDS HFCRiATICB SHEET

The following Information has been extracted froa the personnel
records of SI* Herbert L. tegys, OS 55 *>31 193.

*a. Conduct and efficiency ratings are recorded ae
Excellent/Excellent *«MMp* (*Delete If not applicable).

Period ______ to______Conduct: ____ Efficiency: __

*b. Record of Courta-Martial: (Tea) (Ho) (Delete one)

Type:
HO.:
Article:
Sentence:
Approved:______

(Date)

c. Letter of ccnwndstlon or appreciation or other svard
frm l**t aasl^uiMUJl : (!••) (!•) (Delete one)

d* Hu«ber of days aecrntd IDBTC: 36

e. Emergency addreM«e; Mrs. Martha C* Msjrs (Motbcr)
Bro*d et., Kasbrllle, T«am

f . Addltioml Pay Authorized: Rone

*Applic*bl« to Eollnted PCTMOD*!

Figure 3-15.1—Continued.
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C 3, AR 600-16

(6 ttiy 65) lat Ind
SUBJECT: Notification of Assignments

Hq, Go B, Uth Inf, 99th Inf Div, Ft Miller, Utah , 10 May 65

'.C: Commanding General, 99th Inf ^v, Ft Miller, ^ah

Duty assignments were made as recommended except as Indicated.

NAt€ PUTT MDS CHANGED TO PARA LIKE NR

Mays, H. L. No Change 04 06
Rogers, J.R. No Change 04 07
Mathewa, R.L. UP^O 02 Ol

-'/ / S // s~#:'>ta.^. It
THOMAS W. IINGENGEN (/
Gapt, Inf
Commanding

ifFigure y-l:~>.l—Continued.

6603A

ZapataMP
Pencil

ZapataMP
Pencil



C 3, AR 600-16

PROCEDURE 3-16

PROCESSING CONUS LEVIES

•^-References. AR 614-6, AR 600-200.

Procedure

j. Upon receipt of a CONUS levy, the chief
personnel management NCO—

a. Screens the Personnel Inventory Report,
Part II, and determines which battalions
and/or separate companies have soldiers avail-
able and qualified to fill the levy.

b. If screening indicates there are no avail-
able soldiers, prepares a return indorsement
or message, as appropriate, so stating, or

c.. If screening indicates there are available
-soldiers, furnishes the levy criteria and the
number of soldiers required to fill the levy to
the appropriate senior personnel management
specialist(s).

2. The senior PM specialist screens the Per-
sonnel Inventory Report, Part I--

a. Determines which units have available
soldiers who can be nominated to fill the levy,
insuring that the requirements are spread as
equitably as possible between units.

b. Prepares 3 copies of an overprinted DA
Form 1049 (fig. 3-16.1) requesting nomina-
tions. (Request for nominations may be ad-
dressed to the battalion commander, and may be
consolidated to indicate each subordinate unit
having available personnel.)

(1) Signs for the personnel management
officer and dispatches to the unit or
battalion, as appropriate.

(2) Places l copy in the HJ-day suspense
file pending reply.

c. Notifies the chief PM NCO when the re-
quirement cannot be completely filled to in-
clude the reason therefor.

3. Upon receipt of the reply from the unit,
the senior PM specialist—

a. Obtains the 201 file of nominated soldiers
from the records clerk.

b. Screens the 201 files to determine if the
soldiers meet the levy criteria and the criteria
in AR 614-6.

c. Attaches a note to each 201 file indicating
the pending action.

d. Returns the 201 file to the records clerk.
e. Destroys the suspense copy of the DA

Form 1049.
/. Forwards tiie list of nominated soldiers to

the chief PM NCO.

•t. Upon receipt of the names of nominated
soldiers from the composite team(s), the chief
PM NCO—

a. Consolidates and prepares a reply to the
levying headquarters.

b. Gives the reply to the personnel manage-
ment officer for review, signature and dispatch.

c. Retains 1 copy of the reply for reference.

5. The PM officer reviews, signs and dis-
patches.

6. If the levying headquarters provides as-
signment instructions and authorizes the divi-
sion to publish the reassignment orders; the
chief PM NCO—

a. Prepares a request for orders.
6. Signs and dispatches to the Office Services

Unit.

AGO 6603A 3-33
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C 3, AR 600-16

PERSONNEL ACTION
(AR MO-111

MFfWNCI Oi OfMCt STMBOl SOWtCl

AGPSD-M Nomination of Enlisted Personnel

DA" S-12 Jul 65
8 Jul 6^

T0: CO, Co B, 1st Bn, 19th Inf FROM: Commanding General
99th Inf Div. 99th Inf Div
Ft Miller, Utah Ft Miller, Utah

NO.

1

PtOCESSING ACTIONS

1. Request nomination of enlisted personnel as indicated
assignment to Ft Sill. Oklahoma (in December).

GRADE £JpS Jffi GRADE M35

E-4 11C20 3
E-5 11040 i

below, for

m

2* Personnel nominated must possess the following prerequisite:

Have at leest 12 months remaining on current enlistment.

3. Each individual selected for nomination will be informed of this action
prior to return of this correspondence.

4* Report of nomination to include NAME, GRADE, SM, and leave address, will
be forwarded to this headauarters not later than 12 July 65.

5» ^nlisted personnel nominated will be retained in their current unit of
assignment pending further instructions from this headquarters

FOR THE: COMMANDER:

jJLu) ,xJtt--Vp~ rwX^~-

^JOHN W . SMITH
Capt, AGC
Asst Adj Gen

•

£^_

CO^tt^t.t l\mil:*> OV PLAIX V'Ht't'l-. PAPER.

DA ,S?» 1049 'ON Of ' DC! S3.

S-16.1.

3-34 AGO 6603A
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AR 600-16

PROCEDURE
PROCESSING OP REQUESTS FOR ON-THE-JOR TRAINING

References.

Procedure

AR 611-201, AR 611-202 (Classified),
AR 600-200, DA Pam
600-8, DA Pam 631-8.

I. Upon receipt of a Personnel Information Roster
(PIR) remark or other request for on-thc-job train-
ing, the senior personnel management specialist—

a. Obtains the 201 file from the records clerk.

b. Determines the appropriateness of the MOS
training by considering the individual's qualifica-
tions and the criteria in AR 600-200,

c. Screens the 201 file against the criteria in AR
611-201 to insure that the soldier meets the MOS
physical profile requirements and the specifications
and standards of grade authorization for MOS train-
ing, and verifies that the soldier is not in a proficiency
pay status.

d. Determines the necessity for MOS training by
considering—

(1) DA directives which list current and pro-
jected MOS shortages and overages.

(2) Present and requested MOS authorization
and assigned strength on the Personnel
Inventory Report, Part I.

(3) Present and requested MOS authorization
and assigned strength on the Personnel
Inventory Report, Part II.

(4) Projected input and known loss data.

2. If the MOS training is determined to be appro-
priate and necessary, the senior PM specialist—

a. Prepares, signs and forwards a request for
orders to the Office Services Unit.

b. Posts the date in the remarks column of the
Personnel Information Roster if the unit commander
has not already entered a date the training com-
menced.

3. If the MOS training is determined to be
inappropriate or unnecessary, the senior PM
specialist—

a. Prepares a return comment or initiates corre-
spondence to the unit commander indicating the
reasons for disapproval.

b. Forwards the correspondence to the chief PM
NCO for review.

4. The chief PM NCO reviews and gives to the
personnel management officer for review, signature
and dispatch.

5. The PM officer reviews, signs and dispatches
to the unit.

3-35
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C 1, AR 600-16

PROCEDURE 3-18
PREPARATION, VERIFICATION AND USE OF PERSONNEL INFORMATION

ROSTERS (MANUAL)

References. AR600-200,DA Pam 600-8.

Procedure
1. This procedure is to be used in lieu of Procedure

3-36 when punched card machines are not available.
When punched card machines are available this
procedure is used together with Procedure .V36.

2. The personnel management specialist prepares
a Personnel Information Hosier (PIR) in 5 copies for
each unit and staff section he serves not later than
the 3d workday of each month. The roster is
prepared in the format shown in figure 3-11.1.
Procedure 3-11, DA Pam 600-8, except that the
date of rank is added directly below the pay grade
and the proficiency pay status is shown opposite
rather than below the pay grade. Instructions
printed on the reverse of the roster are not required
when they are furnished by cover letter.

3. The PM specialist prepares a letter {fig. 3-18.1)
in 3 copies listing instructions for verification,
completion and transmittal of the PIR.

a. Retains 1 copy of the letter and 1 copy of the
PIR for reference and as a working copy.

b. Forwards 2 copies of the letter with 4 copies of
the PIR to the senior personnel management
specialist for review, signature and dispatch.

4. The senior PM specialist reviews, signs the
cover letter, and dispatches the rosters to the units
and staff sections for verification.

5. When the PIR has been verified and returned,
the PM specialist--

a. Reviews each roster.
6. Takes the action indicated in the remarks

column.
c. Notes the reason in the remarks column, if the

action indicated cannot be taken.
d. Forwards 1 copy of the PIR to the personnel

action specialist for screening to identify officers
having changes in status which may cause the
rendition of an officer efficiency report. Upon
completion of the screening the PA specialist
forwards the PIR to the records clerk for posting
changes in DMOS and entering
efficiency ratings and changes in DMOS »

Changes in DMOS must be further

substantiated by an appropriate morning report
entry.

e. Returns 1 copy of the PIR to the units and
staff sections indicating action taken and the reason
for any action not taken.

•faQ. The PM specialist posts the working copy
of the PIR daily using the morning report to re-
cord charges of grade, award and withdrawal of
proficiency pay rating and classification and re-
classification action (see note). Changes affecting
date of loss column are as follows:

a. Notification from the personnel action spe-
cialist of approved—

(1) Elimination cases.
(2) Applications for early release.
(3) Request for hardship or dependency dis-

charge.
6. Direction by the Department of the Army to

effect extensions of active duty periods or early
release of certain categories of personnel.

c. Oversea levy.
d. CONUS levy.
e. DA special orders.

7. For individuals assigned to duty positions in
other than their PMOS, the PM specialist takes one
of the following actions:

a. Posts the date of assignment to the duty
position in the remarks column to determine when
soldiers should complete on-the-job training, or

6. Posts a date and enters a comment in the
remarks column to indicate that the soldier has
been temporarily assigned to the duty position
because of a critical shortage or emergency situation
which exists, e.g., "Temporary assignment—review
on (date)/'

8. The PM specialist furnishes information from
the PIR to interested branches and staff sections
when requested. The PIR is used by the Personnel
Management Branch to—

a. Assist in the classification and reclassification
of enlisted personnel (Procedure 3-1).

6. Determine discrepancies between the PIR and
the Personnel Inventory Report, Part I (Procedure
3-19).

3-36
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AR 600-16

HEADQUARTERS
990H IHFAHTRI ETYISIOH

FCRT MHIffl, UTAH

6 toy 1961

SUBJECT: Verification of Personnel Infornation Roster

TO; Ccnnanding Officer
Company C, 2d Battalion
19th Infantry
Fort Miller, Utah

1. Four copies of a Personnel Information Roster for your
organization/staff section ore attached for verification and
cement.

2. It is requested that the information on the roster be
verified and changes and/or discrepancies noted In the remarks
column. An asterisk appearing in the renarka column opposite a
line entry indicates a possible nalAssigment or other discrepancy
In the data shown. An appropriate entry vill be made on the unit
naming report to substantiate changes in data required to be re-
ported In accordance with AR 335-60-

3* Renarka to be entered are:

a. Changes of duty assignments.

b. Enlisted efficiency ratings in the event of supervisory
changes.

c* Classification or reclass!floation actions desired,

d* Satisfactory completion of on-the-Job training.

e. Discrepancies In duty titles or duty MOS*

f. Other pertinent information.

S-18.1.
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AR 600-16

k. the Personnel Information Roster verified In Feb, May, Aug
and Bov vill be annotated vlth a "yes" opposite the na&es of soldiers
reei MIH nil A for appointment to the next higher temporary grade*
Recommended Individuals vuat meet the appolntaent eligibility cri-
teria in AR600 -200, or meet the criteria by (specify date)
to be recommended for appolntaont.

5* Three copies of the verified Personnel Information Roster
are to be returned to this headquarters, ATIB: AGP3D-M, not later
than 5 vork days after receipt.

FOB SB CCMttHDKR:

1 Incl JOB* v.
Oapt, AQO
JUst Adj don

Figure 9-18.1—Continued.
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AR 600-16

PROCEDURE 3-19
PREPARATION, POSTING AND USE OF THE PERSONNEL INVENTORY

REPORT PART I (MANUAL)

References. AR600-200;DA Pam 600-8.

Procedure
1. This Procedure is to be used in lieu of Procedure

3-35 when punched card machines are not available.
When punched card machines are available this
Procedure is used together with Procedure 3-35.

2. The senior personnel management specialist
prepares and maintains a Personnel Inventory
Report, Part I (fig. 3-19.1) for each 4-digit MOS
authorized to the units he serves.

3. The senior PM specialist posts the Personnel
Inventory Report, Part I, daily using the morning
report, orders, the letter (Procedure 3-17) verifying
duty assignments, projected gain information fur-
nished by the chief personnel management NCO,
and date of loss information from the Personnel
Information Roster.

4. The Personnel Inventory Report, Part I, is
used as a source of authorized, actual and projected
MOS strength information to keep commanders
informed of the work force available to accomplish
the mission of the units and staff sections served.
The report is also used to determine unit require-
ments for assignment of replacement personnel
(Procedure 3-15) and to determine units having

enlisted personnel available to fill CONUS levies
(Procedure 3-16).

5. At the end of each quarter the senior PM
specialist compares the Personnel Inventory Report,
Part I, against the Personnel Information Roster
to determine any discrepancies, and if discrepancies
are found—

a. Searches out the source of error.
b. Corrects the discrepancy on either the Person-

nel Inventory Report or the Personnel Information
Roster.

c. Posts the Personnel Inventory Report, Part II,
maintained by the chief PM NCO if the record is
in error.

6. The PM specialist posts the Personnel In-
ventory Report, Part II (Procedure 3-20), daily to
reflect changes posted to the Personnel Inventor)'
Report, Part I.

7. At the end of each month the senior PM
specialist prepares a new Personnel Inventory
Report, Part I, in 2 copies for each 4-digit MOS,
using the posted up-to-date report as a worksheet.

o. Dispatches the duplicate copy to the battalion
or separate company headquarters concerned not
later than the 2d workday of each month.

6. Retains the original copy of the new inventory
report as a working copy.

3-40
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EH: Hft UOth Malnt Bn

PERSOHHEL ZHVHTTCKY REPORT - PART I (MANUAL)

Prepared as of
Page of PageB

Conpany "AH {Malnt Srrt )
Autb
Asg
o/s

Projected Losses
30 Cays
60 Days
90 Days

* *

HI TOTALS
Auth
A«g
O/S

Projected 30 Days
Gains
Losses
O/S

Projected 60 Days
Gains
LOB see
O/S

Projected 90 Days
(Jains
Losses
O/S

Qen
E-9

*

ColE-8 Lt Col

r""7

*

MaJ
B-6

Capt
fri.6

9
+1

2
3
3

1/2 Lt
E-U

8
9

+1

3
2
1

WO
B-3

2
3

+1

1
0
1

* *

11
12
+1

2
3

4
3

+1

5
3

+3

11
12
+1

4
3

•fr2

3
3

+2

0
1

•fl

2
_ 3•1-1

0
1

1
0

+1
2
1

+2

E-2/E-1

*

RBMAHKS

Figure 3-19.1. £
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AR 600-16

PROCEDURE 3-20
PREPARATION, POSTING AND USE OF THE PERSONNEL INVENTORY

REPORT PART H (MANUAL)

References. AR600-200;DA Pam 600-8.

Procedure
1. This procedure is to be used in lieu of Pro-

cedure 3-35 when punched card machines are not
available. When punched card machines are
available, this Procedure is used together with
Pro^dure 3-35.

2. The chief personnel management NCO main-
tains a Personnel Inventory' Report, Part II, for
each 4-digit MOS which reflects the authorized and
assigned strength by battalion atid separate company
and projects 30-, 60- and 90-day gains and losses.
The format (fig. 3-20.1) is similar to the Personnel
Inventory Report, Part I, maintained by each

composite team except that Part II portrays the
division strength.

3. The chief PM NCO makes the following uses
of the Personnel Inventory Report, Part II:

a. Advises the division commander and staff
sections on the strength status of any authorized
MOS for a particular battalion or separate company.

b. Projects assignments of incoming personnel
to battalions and separate companies.

4. The senior personnel management specialist
of each composite team posts the Personnel In-
ventory Report, Part II, daily to show new assign-
ments, losses, promotions, reductions, and changes
of MOS.
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MOS 12B2Q

DIV 99th Inf
PERS03INEL IHVEHTOHy REPORT - PART H (HAHUAL) Page of Ages

lOth Engr Bn
Auth
Aag
O/S

Projected 30 bays
Gains
Losses
O/S

Projected 60 Days
Gains
Losses
O/S

Project od_90 Days
Gains
Losses
O/S

« «

tXEV TOTALS
Auth
Aas
O/S

Projected 30 Days
Auth
ASK
O/S

Projected 60 Days
Auth
Afig
O/S

Projected 90 Days
Auth
Aag
O/S

L _ ——— —— —————— ——————

Gen
E-9

Col
E-8

Lt Col
s-L ..

* *

«ai.
E-6

Capt
E-5
20
18
-2

3
1

if
3

+1

3
2

+2

«

20
IB
-2

3
1

l*
3

+1

3
2

+2

1/2 IAE-M.
21
21*
+3

2 ^
3 J

+2

•^ ——+1

j* H
8

-3 j
»

21
2U
+3

2
3

+2

-^ ————4
-t-1

It
8

r3 . . . j

«D
B-3 E-2/E-1

*

HBMAHKB

15
3-fO./.
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AR 600-16

PROCEDURE 3-21
PREPARATION, POSTING AND USE OF THE PERSONNEL INVENTORY

REPORT PART III (MANUAL)

Reference. None.

Procedure
1. This procedure is to be used in lieu of Pro-

cedure 3-35 only when punched card machines are
not available.

2. The chief personnel management NCO pre-
pares and maintains a Personnel Inventory Report,
Part III (fig. 3-21.1), for each 4-digit MOS author-
ized within the division.

3. The Chief PM NCO poets the Personnel In-
ventory Report, Part III, daily using the posted to
date Personnel Inventory Report, Part II (Pro-
cedure 3-20).

4. As of the last day of each month, tbe chief PM
NCO prepares a new Personnel Inventory Report,

Part III, in 3 copies. Retains the original copy
for use as a worksheet and forwards 1 copy each to
the Assistant Chief of Staff, Gl, and Adjutant
General.

5. The Personnel Inventory Report, Part III,
is used to furnish accurate, up-to-date strength
information, by job speciality, thereby presenting
an overall picture of the division's work forw
available to accomplish its assigned mission. This
report does not reflect the MOS strength of an
individual unit and the chief PM NCO must refer
to Procedure 3-20 to answer inquiries about units.

6. When the Personnel Inventory Report, Part
III, is consolidated to portray the division strength,
the chief PM NCO refers to AR 380-5 for security
classification.
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Prepared as of ___

Page _ of_ Pages

PERSCWEL BfVEJfrOKJr REPORT, BAR? HI (MAHUAL)

HOS

Auth

ASG

0/3

Projected 30 Days

cyans
LOSSES

O/S

Projected 60 Days

OAIH8

LOSSES

O/S

Projected 90 Days

QAUIS

LOSSES

O/S

Oen
E-9

Col
E-8

I/t Col
E^T

MaJ
E*o

Capt
E-5

1/2 Lt
E-Iv

WOfl-3 E-2/E^-I REMARKS

9-Sl.t.

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil



C 1, AR 600-1«

^PROCEDURE 3-22

OFFICER REQUISITIONS

References. AR 614-102, AR 614-132, AR
614-140, AR 614-185, AR 621-108;
DA Pam 600-8.

Procedure
1. Reguisitions for Officers Excluding Colonels

and General Officers, a. When notified by the
chief personnel management XCO to furnish
information on officer and warrant officer re-
quirements, the senior personnel management
specialist—

(1) Screens the posted-to-d ate copy of the
latest Personnel Information Roster pre-
pared for each unit and staff section
served.

(2) Annotates each roster to identify author-
ized officer and warrant officer require-
ments as follows;

(a) Requirements for the 5th subsequent
month for CONUS divisions, excluding
those in Alaska and Hawaii.

(6) Requirements for the 7th subsequent
month for oversea divisions, including
those in Alaska and Hawaii.

(3) Using the annotated Personnel Informa-
tion Rosters, prepares separate work-
sheet requisitions for—

(a) Each commissioned officer branch.
(b) Each branch monitoring the particular

MOS for warrant officer requirements.
(c) Branch Immaterial Army Aviator re-

quirements,
(d) Key Information Position requirements.

(4) Refers to AR 614-185 and insures that
all pertinent information to be included
in the requisitions is shown on the
worksheets.

(5) Forwards the worksheets to the chief
personnel management NCO for con-
solidation and preparation of the division
officer requisition.

6. Upon receipt of the worksheets from the
senior personnel management specialists, the
chief personnel management NCO—

(]) Reviews each worksheet to insure all

information required by AR 614-185 is
included.

(2) Assembles the worksheets by category
(a(3) above) into separate requisitions
and prepares a draft division officer
requisition by consolidating the require-
ments for each category. Groups branch
requirements by grade and by priority
of assignment within grade.

(3) Instructs the clerk-typist to type the
requisition using DA Form 872 (Requi-
sition for Officer Personnel),

c. The clerk-typist types the requisition and
returns it to the chief personnel management
NCO.

d. The chief personnel management NCO—
(1) Reviews the completed requisition against

the draft for completeness and accuracy,
and arranges it into the sequence re-
quired by AR 614-185.

(2) Forwards the requisition to the personnel
management officer for review, signature,
and dispatch.

(3) Retains the worksheets and one copy of
the completed requisition for later use
in determining assignments and for
furnishing information to interested com-
manders.

e. The personnel management officer reviews,
signs and dispatches to the next higher head-
quarters.

2. Current and Projected Colonel Requirements.
A report of current and projected colonel re-
quirements will he prepared quarterly in accord-
ance with AR 614-102 and local command
policy. Details on preparation of the report are
contained in AR 614-302. The chief personnel
management NCO maintains current data on
which to base the report, and should be responsible
for its preparation and forwarding to the major
commander not later than the established due
date. Preparation of the report should be co-
ordinated with division Assistant Chief of Staff,
G-l and Adjutant General.
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AR 600-16

PROCEDURE 0-23

REQUISITION OF ENLISTED PERSONNELS-GRADES E-7 THROUGH E-9

Reference. AK 614r-202.

Procedure
1. Upon receipt of a notice from the chief per-

sonnel management NCO to prepare a requisition
for enlisted personnel, grades E-7 through E-9,
the senior personnel management specialist—

a. Screens the Personnel Information Roster to
identify E-7 through E-9 positions which will re-
quire replacements during the fifth subsequent
month if the division is located in CONUS, or dur-
ing the seventh subsequent month if the division is
located in an oversea command.

b. Prepares a draft requisition (DA Form 872).
c. Forwards the draft requisition to the chief

PM NCO for consolidation.

2. Upon receipt of draft requisitions from the
senior PM specialists, the chief PM NCO—

a. Reviews and consolidates into one requisition
for the division.

b. Gives the consolidated drafts to a clerk-typist,
3. The clerk-typist types the consolidated requi-

sition and returns to the chief PM NCO for review.
4. The chief PM NCO reviews and gives to the

personnel management officer for review, signature
and dispatch.

5. The PM officer reviews, signs and dispatches
to the next higher headquarters.

Note. The senior PM specialist must refer to AR 614-
202 to obtain the details and Instructions on the prepara-
tion of DA Form 872.
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C 2, AR 600-16
PROCEDURE a-24

RECOMMENDATIONS FOR AUS PROMOTION TO FIRST LIEUTENANT AND CHIEF
WARRANT OFFICER, W-2

References. Procedure 0-1-1, AR 600-17; AR
624-115; AR 624-155; DA Pam
600-8.

Procedure
1. Upon receipt of a suspense notification from

the control specialist, the personnel management
specialist-—

a. Obtains the 201 file from the records clerk and
verifies the officer's promotion eligibility against
the criteria in AR 624-115 or AR 624-155, as ap-
propriate.

b. Determines if a favorable National Agency
Check or Background Investigation has been
conducted.

c. Determines if the officer is subject to any ac-
tion under the provisions of AR 600-31.

d. Prepares a request for screening of the files of
the division provost marshal and intelligence of-
ficer, signs and forwards in turn.

2. Tf the results of screening are favorable, the
PM specialist—

a. Prepares a DA Form 78 (Recommendation
for Promotion of Officer) in 3 copies (fig. 3-24.1).

b. Prepares 3 copies of form letter (fig. 3-24.2)
for transmittal of the recommendation.

c. Attaches the original and duplicate copy of
the DA Form 78 to 2 copies of the letter and for-
wards to the chief personnel management NCO
for review.

d. Returns the 201 file to the records clerk.
e. Places the triplicate copy of the letter and

DA Form 78 in the 31-day suspense file.
3. The chief PM NCO reviews and gives to the

personnel management officer for review, signature
and dispatch.

4. The PM officer reviews, signs, and dispatches
to the officer's immediate commander.

5. If the division commander does not with-
hold promotion authority, the PM specialist—

a. Receives the approved DA Form 78 and a
request for orders.

b. Forwards the DA Form 78 to the records
clerk for filing.

c. Forwards the request for orders to the Office
Services Unit.

d. Destroys the suspended copy of the DA Form
78 and letter of trausmittal.

6. If the division commander does withhold
promotion authority, the PM specialist receives
the DA Form 78 with commander's recommenda-
tions, prepares a memo routing slip and forwards
the DA Form 78 to the division AG and G-l for
approval.

7. Upon return of the DA Form 78 from the
division AG, the PM specialist—

a. In the case of approved recommendations,
prepares a request for orders and forwards to tho
personnel management officer for review, signature
and dispatch. (If the PM officer desires, the ap-
proved DA Form 78 will be attached to the request
for orders.)

b. In the case of disapproved recommendations,
confers with the PM officer regarding disposition
of tho recommendation. (See para. 11 and 12 for
action on cases involving officers not promoted
within 1 month from promotion eligibility date.)

8. The PM officer reviews, signs and dispatches
to the Office Services Unit.

9. "When the screening in 16 above does not
reflect the results of a security investigation, the
PM specialist prepares a request for a check of ths
files of the Counter Intelligence Records Facility,
US Army Intelligence Center, Fort Holabird, Bal-
timore, Maryland 21219, at least 90 days prior to
the date the officer becomes eligible for considera-
tion for promotion.

30. "When results of the check are received the
PM specialist conducts a second screening of the
201 file prior to taking the actions in paragraph
Ic and d and paragraph 2.

•fall. a. When a second lieutenant has completed
19 months active duty as a commissioned officer or
37 months in an active status as a reserve com-
missioned officer, recommendations for or against
promotion to first lieutenant will be made to The
Adjutant General, ATTN: AGPB-P, Depart-
ment of the Army, Washington, D.C. 20315. In
the case of a recommendation for promotion, an
explanation of why the promotion was not accom-
plished within the 30-day period following offi-
cer's attainment of eligibility will be included. In
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the case of a recommendation against promotion,
reasons for such action wiH be included.

&. When a second lieutenant who has completed
16 months' active duty as a commissioned officer
or 34 months in an active status as a Reserve com-
missioned officer is undergoing reassignment in-
volving a change of promotion authority, a recom-
mendation for or against his promotion will be
forwarded to The Adjutant General, ATTN:
AGPB-P, Department of the Army, Washington,
D.C. 20315.

, a. When a warrant officer, W-l has not

C 2, AR 600-16

been promoted to warrant officer, W-2 within 30
days following the date of eligibility, the recom-
mendation for or against promotion will be han-
dled in the manner described in paragraph Ha.

b. When a warrant officer, W-l, who has com-
pleted 16 months' active duty as an officer or 34
months in an active status as a Reserve warrant
officer is undergoing reassignment involving a
change of promotion authority, a recommendation
for or against his promotion will be forwarded to
The Adjutant General, ATTN": AGPB-P, De-
partment of the Army, Washington, D.C. 20315.

3-4&1
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AR 600-16

RECOMMENDATION FOR PROMOTION OF OFFICER
(S« AR 114-1 IS (Com Of) mnd At (It-US (WO't)

DATE

25 Oct 61
BASIC DATA OH TBIS fOmH To M OMTAIMMD FfOM DA fOKH M

FMH: (-.•••iiillnij Officer
Oo A, 10t &, 19th Inf, 99th Inf Mr
Tort Miller, Utah

LATT MIME-FIRST NAMC-MIDOU IMT1AL

OOLK, JAMES A*

TO: CcBNadlng Qenoral
99th Inf DLr
Itart MLLLer, Dtah

KftVKX MUHKK

05 *31 278
MM OH SSXV-

KZ

Inf

MSIC COt*O-
NCirr
DB1B

MTCOfwirm

4 Teb 32
TW ABOVC-NAMCO OfFKCA 11 VITMIH TKC ZONE OF CONItKMATION FOR PROMOTION PURSUANT TO DEPARTMCNT OF THE ARHT ANNOUMCXMBfT.

T, AR
MTES Of MAMC IN CIUOC'

23 60
DUTY AND ASUGNMCNT

PUttooaa

LT. COLOML

UNIT OK ITATION

Co A, l«t BQ, 19th Ii f ID Aag 6 > Present
99th Inf M.T

DATE OF E. A. 0.
CUMtEMTTOUIt

OtAOC

60 2d Lt l*t Lt
INOUUVC IMTIX CATIOOKT AND

— CXMIUTtOH D*H

OB7
22 My 62

Cooun*nd*n will confine rwommeixUtioiu to brief lUtemenU. The*e tUUmenU •bouU be phnued to bring oat the f»ct that the
roconunendlu officer either doe* or doe* not consider the officer fully qualified for promotion, tbM he would be fullj kfreeftble
to keep the officer in hi* command if promoted to the higher grade, and tbat there ii no disciplinary action pending on the officer.

THE AKM-AAIBD OTTKIR D (t D II NOT MCOMUPIDCD FM PKOMOTION IN THE AHHV Of THE UNfTTD STATt* F<M TW FOU.OWIN6 HCMONK'

TTPCO HUK. CKAOC. AND ORGANIZATION Of NECOMMCNMNC OfTXW SI6NATUK OF KCOMMtMOINC OfTKM

jtcrcuM 5/a< fOf

DA.'".78 IMTKM OMOLEII

944J.
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AB400-U

FORT KTU2R, DUE S-15 KoroBber 1961

25 October 1961

SUBJECT: ReccBM&dation for Proaotlon

10: CiMMmilliiu Officer
Oovpany A, lot Battalion
19th Infantry
Fort Miller, Utah

1. Request the attached reooHsendation for promotion (FA Para
78), pertalnii« to 2d Lt J«aa» A. Qgle, 05̂ 31278. be coqplerted and

throu^i f̂cMi** !̂̂  fifi thin heodijiar^cTn not later
15 lor 61, Subject officer Beets the criteria DP of Section V,
AR 624-115/Section m, AR 62 -̂155.

2, Results of a surrey of the following records/offices re-
garding the presence of derogatory Information are Indicated below:

Tes Ho

a. 201 file

b. Action under AR 600-31 I 7 /T

c. 02 £17 Uj

d.

e* Derogatory infor»atlon / /
attached

KB 3BK OdMAHEBl:

1 Incl // JOB! V. afCEH
LA Fora 78 (dupe) ^ Oapt, AOC

Asst Adj (ten
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C 3, AR 600-16

PROCEDURE 3-25

REPORT OF ENLISTED PERSONNEL ELIGIBLE FOR TEMPORARY APPOINTMENT
(RCS CSGPA-342 < R 5 ) )

^Reference. AR GOO-200.

Procedure

1. When notified by the chief personnel man-
agement NCO to furnish information to pre-
pare the Quarterly Report of Enlisted Person-
nel Eligible for Temporary Appointment, the
personnel management specialist—

a. Determines the cumula t ive vacancies for
each grade, by un i t , and records the totals on
a separate worksheet (DA Form 2644-K) for
each unit . Refers to the applicable TOE and
the latest morning report strengths to obtain
the authorized and actual strengths.

b. Screens the posted-to-date Personnel In-
formation Rosters verified at the end of Feb-
ruary, May. August or November, as applicable,
to determine eligible soldiers. Individuals are
considered eligible when "yes" is recorded in
the remarks column opposite their names (Pro-
cedure 3-18).

fac. Counts the number of eligibles for each
grade and records the totals on each unit's
worksheet. See chapter 7, AR 600-200.

d. Consolidates the un i t totals for each bat-
talion and enters the new totals on a battalion
worksheet.

e. Forwards the battalion and separate com-
pany worksheets to the chief personnel man-
agement NCO.

/. Retains the Personnel Information Rosters
for use in subsequent appointment allocations.

2. Upon receipt of the battalion and separate
company worksheets, the chief personnel man-
agement NCO—

a. Reviews the projected input for each bat-
talion and separate company and adjusts the
worksheets by adding the number of expected
eligibles by grade.

b. Consolidates the totals on each worksheet
and prepares a division report using DA Form
2644-R.

c. Retains the battalion and separate com-
pany worksheets for use in distributing subse-
quent appointment allocations.

d. Forwards the completed report to the
personnel management officer for review, sig-
nature, and dispatch.

3. The personnel management officer re-
views, signs, and dispatches to the next higher
headquarters.

4. The chief personnel management NCO
submits amended reports if there is a major
change in authorized strength.

AC,O 6603A 3-51
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C 3, AR 600-16
PROCEDURE 3-26

PERMANENT APPOINTMENT OF ENLISTED PERSONNEL—GRADES E-3 THROUGH E-9

-A-References. AR 600-20, AR 600-200.

Procedure
1. Upon receipt of a suspense notif icat ion

from the control specialist which lists ind iv id -
uals eligible for permanent appointment, the
personnel management specialist—

a. Screens the listing to determine the names
of soldiers listed as being eligible for appoint-
ment to pay grade E-3.

•fab. Obtains the 201 files of these individ-
uals from the records clerk, and screens them
against the permanent appointment el igibi l i ty
criteria in A R 600-200.

c. Annotates all copies of the listing to indi -
cate those ineligible for appointment, to inc lude
the reason for ine l ig ib i l i t y , e.g., favorable per-
sonnel actions suspended under AR 60(1 H I ,
erroneous eligibility date on the suspense noti-
fication.

d. Returns the 201 file to the records clerk.
c. Prepares 3 copies of a DA Form 1049 (fig.

3-26.]} l is t ing each eligible i n d i v i d u a l , and the
date on w h i c h action should be taken to appoint
those recommended by tho uni t commander.

/. Signs the DA Form 1049 for the person-
nel management officer, and forwards the
original and 1 copy to the uni t .

(j. Retains 1 copy of the DA Form 1019 in
the 31-day suspense f i le for a date 3 workdays
from the latest date an appointment action is
to be taken.

2. If the unit has not completed the action
by the suspense date, the PM specialist —

a. Requests the senior PM specialist to con-
tact the appropriate personnel staff NCO and
inqui re as to the reason for the delay.

b. Resuspends the DA Korm 1049 for 3 addi-
tional workdays and informally notifies the con-
trol specialist.

3. When notified by the unit that the action
has been completed, the PM specialist- -

a. Withdraws the suspended copy of the DA
Form 1049 from the 31-day suspense fi le and
destroys it.

b. Returns a copy of the suspense notification
to the control specialist with an informal note
indicating that the completed action applies

3-52

to soldiers listed for permanent appointment
to grade K-3.

4. Upon completion of the action in para-
graph 1. the PM specialist—

«. Obtains the 201 files for soldiers listed as
eligible for permanent appointment to grades
E-4 through E-9.

b. Screens the 201 files against the appoint-
ment eligibili ty criteria in AR 600-200.

c. Follows the procedure in paragraph lc.
d. Prepares a Certificate of Appointment

(DD Form 216A) for each eligible noncommis-
sioned officer. Forwards the certificates to the
personnel management officer.

faf. Prepares an informal note to the rec-
ords clerk —

(1) Listing the names of soldiers deter-
mined eligible for permanent appoint-
ment.

(2) Requesting that the Qualification Rec-
ord (DA Form 20) for each eligible
soldier be posted in accordance with
AR 600-200.

/. Returns the 201 files together with the in-
formal note to the records clerk.

/;. Returns the original suspense notification
to the control specialist with an informal note
indicating that the completed action applies
only to soldiers listed for permanent appoint-
ment to grades E-4 through E-9.

F>. The PM officer reviews, signs and dis-
patches the DD Forms 216A, or reviews and
forwards them to the signing authority, as ap-
propriate.

6. Upon receipt of a morning report which
contains an entry appointing a soldier from a
noncommissioned officer grade to a higher tem-
porary noncommissioned officer grade, the PM
specialist—

a. Obtains the 201 file from the records clerk.
b. Screens the 201 file and determines if the

grade from which appointed was temporary or
permanent.

c. Follows the procedure in paragraph Ad
and t- if the grade was temporary.

rf. If the grade was permanent, returns the
201 file to the records clerk and takes no
fur ther action.

ACO G603A
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ARGOO-1*

P E R S O H H E t A C T I O N
(AR

r \ if « [ F r a N C C
AQPSD-H

20 Apr
M
05

Appointment of Enlisted Men

TO:
Comandlng officer
Co A, 12th Inf
Fort Miller, DUh

Corananding General
99th Inf Mr
Fbrt Killer, Utah

P f t Q C E S S NG ACT IOS

1« Personnel records pertaining to the soldier a listed below indicate
that on the date ahown opposite their names they will be eligible for appointment
from PVT E2 to FPC E3» providing they are recomnsnded for such appointment.

2. lie quest action be taken to publish appointnsnt orders on the eligibility
data, and the date the action was completed be noted in the ooluati headed "Date
Action Corapl". îrther request that this correspondence be returned not later
than the suspense date by return content hereon, and the reason for any individual
not appointed on the eligibility date be indicated*

NAME

Bubbins, J. L*
Harold, C* B*
Jerry, 0* J.

SN

RH3579861j
05579861*20
US5312U689

ELIGIBILITY DATE DA1E ACTION CCflPL

2?
1U

May 65
May &5

8 May 6j

FOR THE CtW!ANDERi

JOHN W. SMITH
Capt, AX
Aaat Adj Qan

USl rLAIH PArCt TO« CONTIHVATtOH OF COHH&TS

DA ^..1049 C.K3 I*U O M1IM

Fiffun S-tS.l.
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C 1, AR 600-16

PROCEDURE 3-27
*QUOTA ALLOCATIONS FOR TEMPORARY APPOINTMENT OF ENLISTED PERSONNEL

TO PAY GRADES E-4 THROUGH E-6

References.

Procedure

AR 600-20, AR600-200; DA Pam
600-8.

1. Upon receipt of an appointment allocation
letter from the next higher headquarters, the chief
personnel management NCO—

a. Furnishes instructions to the senior personnel
management specialist of each composite team to
furnish lists, by unit, of individuals recommended
for appointment at the end of the last quarter.

6. Uses the retained copy of the battalion work-
sheets for the Quarterly Report of Personnel
Eligible for Temporary Appointment (Procedure
3-25} in determining the number of allocations for
each battalion.

c. Prepares an allocation letter in 3 copies to each
battalion headquarters and separate company
requesting recommendations and a report of those
allocations which cannot be used.

d. Holds the allocation letters pending receipt of
the lists from each composite team (a above).

2. Upon receipt of instructions from the chief
PM NCO to furnish lists of individuals recommended
for temporary appointment, the senior specialist—

a. Screens the Personnel Information Roster
verified as of the end of the last quarter to determine
the names of soldiers recommended for appointment.

b. Prepares a list in 3 copies, by unit, of recom-
mended individuals, less those reassigned and
reduced in grade. Adds names of soldiers assigned
since the "as of" date of the roeter.

c. Forwards 2 copies of the lists to the chief PM
NCO.

d. Retains the 3d copy of the lists pending receipt
of recommendations from unite.

3. Upon receipt of the lists from each composite
team, the chief PM NCO—

a. Attaches both copies of the lists to 2 copies of
the appropriate allocation tetter and gives to the
personnel management officer for review, signature
and dispatch.

6. Retains a copy of the allocation letter for
reference.

4. The PM officer reviews, signs and dispatches
to battalion and separate company headquarters.

5. Upon receipt of recommendations from the
unit, the senior PM specialist —

a. Obtains the 201 files from the records clerk.
b. Screens the 201 file against the eligibility

criteria in AR 624-200 and the allocation letter and
returns the 201 file to the records clerk.

c. Prepares an indorsement to the units authorizing
publication of unit orders for E-4 appointments.
Includes the names of soldiers ineligible for appoint-
ment and the reasons for ineligibility.

d. Forwards the indorsements to the chief PM
NCO for review, signature and dispatch.

•fae. Prepares a request for orders for individuals
to be appointed to grades E-5 and E-6 and for-
wards to the chief PM NCO for review.

The chief PM NCO reviews the indorse-
ment authorizing unit orders for E-4 appointments
and the request for orders for appointment to
grades E-5 through E-6 and gives to the PM
officer for review, signature and dispatch.

7. The PM officer reviews, signs, dispatches the
indorsement to the unit and the request for orders
to the office Services Unit.

8. The chief PM NCO reallocates any unused
allocations.

9. The chief PM NCO returns any unused alloca-
tions for the division to the allocating headquarters.
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C 1, AR 600-16

^PROCEDURE 3-28
QUOTA ALLOCATIONS FOR TEMPORARY APPOINTMENT OF ENLISTED PERSONNEL

TO PAY GRADES E-7 THROUGH &-9

References. AR 600-20, AR600-200; DA Pam
600-8.

Procedure
1. Upon receipt of an appointment quota alloca-

tion letter from the next higher headquarters, the
chief personnel management NCO directs the
senior personnel management specialist of each
composite team to determine the names of eligible
personnel.

2. The senior personnel management specialist
screens the Personnel Information Rosters to
obtain the names of E-6 through E-8 personnel
who hold the specified MOS.

a. ScreenR the E-7, E-8, E-9 requisition file to
determine if a requisition for the vacancy has been
submitted and notification received that a replace-
ment cannot be furnished.

b. Obtains the 201 files from tho records clerk
and screens against the appointment eligibility
criteria in AR600-200 and the appointment alloca-
tion letter.

c. Forwards a list of eligible individuals, by
unit, to the chief personnel management NCO to
include name, grade, service number, date of rank
MOS, and any other pertinent data which may be
required.

3. The chief personnel management NCO pre-
pares and dispatches a letter to units having eligible
individuals. Includes name, grade, date of rank,
and instructions to the unit commander to—

a, Submit recommendations for individuals rec-
ommended for appointment to grades E-8 and
E-9.

b. Submit names of individuals selected for ap-
pointment to grade E-7 (Procedure 10-1-1.
AR 600-17).

e. Advise eligible individuals prior to their
selection or recommendation of the provisions of
AR&00 -200 which require soldiers to serve an
additional 2 years active duty on appointment to

pay grades E-7, E-8, or E-9 unless at the time of
appointment they are eligible to retire in the same
or higher pay grade. See AR 635-230.

d. Furnish names of soldiers who declined ap-
pointment because of the service obligation they
will incur.

4. Upon receipt of the recommendations and
names of soldiers selected for appointment to E-7,
the chief personnel management NCO—

a. Obtains the 201 files from the records clerk
and rescreens to assure that recommended indi-
viduals remain in an appointable status.

b. Prepares a request for orders for individuals
selected for appointment to E-7. Signs and
dispatches to the Office Services Unit or forwards
to the Chief, Personnel Management Branch for
review, signature, and dispatch.

c. Notifies the President of the E-8 and E-9
Promotion Board of the number of individuals to
appear before the board and obtains the date,
time and place of the board meeting.

d. Notifies the appropriate personnel staff
NCO's of the date, time and place of the board
meeting and informs them of the names and units
of individuals to appear before the board.

5. On the date of the board meeting, the chief
personnel management NCO—

a. Delivers the 201 files and the letters of recom-
mendation to the president of the board.

b. Assists the board as required.
c. Receives the list of board selections.
d. Returns to the Personnel Service Division.
e. Prepares a request for appointment orders,

signs and dispatches to the Office Services Unit.
/. Returns the 201 files to the records clerk.
Note. If the soldier declines appointment to avoid the

2-year service obligation, the chief personnel management
NCO reallocates the quota to another uait if other vacan-
cies exist or includes the vacancy in the next quarterly
report of personnel eligible for appointment.
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Alt 600-16

PROCEDURE 3-29
VOLUNTEER REQUESTS FOR FOREIGN SERVICE

References.

Procedure

Procedure 11-1-17, AR 600-17; AR
614-30.

1. Upon receipt of a request from an enlisted
man, below grade E-7, the personnel management
specialist—

o. Obtains the 201 file from the records clerk and
screens it against the criteria in AR 614-30.

b. Prepares a return comment disapproving the
request and enumerating the reasons if the appli-
cant does not meet the criteria. Forwards to the
personnel management officer for review, signature
and dispatch, or

c. Prepares a forwarding comment to the major
commander recommending approval, if the appli-
cant meets the criteria in AR 614-30.

d. Sends 1 copy of the forwarding comment to the
unit for the applicant's information.

c. Forwards the request to the PM officer for
review, signature, and dispatch.

/. Returns the 201 file to the records clerk.

2. The PM officer reviews, signs, and returns
disapproved requests to the unit or dispatches
requests recommending approval to the next higher
headquarters.

3. Upon receipt of an approved request, the PM
specialist—

a. Prepares a forwarding comment to the unit
commander with instructions to—

(1) Make an entry on the morning report
changing the individual's Foreign Service
Availability Code.

(2) Inform the enlisted man of the action.
b. Forwards the duplicate copy of the request

to the records clerk for posting of the DA Form 20
and filing.

c. Signs the original copy of the request and dis-
patches it to the unit.

4. Upon receipt of an officer's request or a request
from enlisted personnel, grade E-7 through E-9,
the PM specialist—

o. Obtains the 201 file from the records clerk and
screens the request against the criteria in AR 614-30.

6. Consults with the PM officer and obtains a
forwarding comment.

(1) Prepares the comment through channels to
Chief of Personnel Operations, ATTN:
(Career Branch of Officer), Department of
the Army, Washington, D.C. 20310,
for officer personnel or

(2) Prepares the comment through channels
to Chief of Personnel Operations, ATTN:
EPECD, Department of the Army, Wash-
ington, D.C. 20310, for enlisted per-
sonnel.

5. The PM officer reviews, signs and dispatches
to the appropriate addressee.
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AR 600-16

PROCEDURE 3-30
REQUESTS FOR DEFERMENT FROM OVERSEA SHIPMENT

References. Procedure 11-1-15, AR 600-17; AR
614-30, AR 614-215.

Procedure
1. Upon receipt of a request from a unit, the

senior personnel management specialist—
a. Reviews the request and the required support-

ing documents against the criteria in section III,
All 614-30.

b. If the request meets the criteria and can be
approved by the division commander, prepares an
approving comment for return to the unit, or

r. If the request meets the criteria, but cannot
be approved by the division commander, prepares
a forwarding comment to the approving authority,
or

d. If the request does not meet the criteria,
prepares a disapproving comment for return to the
individual. Includes the reason for failure to meet
the criteria.

c. Forwards the request to the chief personnel
management NCO for review.

/. Forwards a copy of the request to the ap-
propriate records clerk for inclusion in the 201 file.

2. The chief PM NCO reviews and gives to the
personnel management officer for review, signature
and dispatch.

3. The PM officer reviews, signs and dispatches
to the approving headquarters or return? the request
to the unit, as appropriate.

3-57

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil



AR 600-16

PROCEDURE
REPORTS OF CASUALTIES ORIGINATING IN COMBAT AREAS

References. AR 600-65, AR 600-66.

Procedure
1. The personnel management specialist suspends

morning reports which contain entries on casualties
pending receipt of complete casualty reports.

2. Upon receipt of information of a battle or
nonbattle casualty from unit commanders, com-
pleted casualty feeder reports (DA Form 1156),
admission and disposition (A&D) reports, straggler
reports or any other reliable source, personnel
management specialist—

a. Withdraws the suspended morning report and
compares the data thereon against the casualty
information. Discrepancies will be resolved with
the reports clerk. The reports clerk will be notified
when casualty information is received and there,
is no corresponding morning report data in suspense.
If casualty reports supporting casualty remarks on
morning reports are not received within a period
of time to be determined by the Chief, Personnel
Service Division based on the current situation, the
personnel management specialist contacts the unit
and requests submission of a casualty report.

6. Checks the report against the master casualty
file and any other available information to determine
the correct status of the individual.

c. Checks feeder casualty reports for wounded
personnel which do not show the degree of severity;
i.e., serious or light, against the A&D reports to
obtain the degree of severity.

(1) If the degree of severity cannot be deter-
mined, identifies the casualty as "wounded
in action" (WIA) without a degree of
severity.

(2) Suspends the source information pending
verification of the degree of severity in
order subsequently to amend the casualty
report.

d. Suspends preparation of official casualty re-
ports when the correct status of individuals cannot
be determined.

3. Based on the information received from the
sources listed in paragraph 2, the PM specialist
prepares separate casualty reports (DA Form 1154)
in 4 copies, for battle and nonbattle casualties.
Obtains the 201 file from the recorda clerk.

4. The PM specialist takes subsequent action
as required.

a. Submits corrected reports when the degree of
severity is obtained for casualties (par. 2c(2)).

6. Submits casualty reports (DA Form 1154)
when the correct status of individuals has been
determined (par. 2rf).

c. Submits changes to casualty reports as required
by AR 600-66.

5. Upon receipt of 2 copies of completed casualty
reports (DA Form 1154) and separate listings, tho
chief PM NCO—

a. Reviews the reports and separate listings for
completeness.

b. Prepares 3 copies of a transmittal letter
addressed to Army Headquarters.

(1) Assigns a control number to the transmittal
letter.

(2) Assembles the casualty reports by separate
unit, battalion and brigade.

(3) Attaches the casualty reports to 2 copies of
the transmittal letter.

(4) Gives the casualty reports and the trans-
mittal letter to *he personnel m&nage.ment
officer.

(5) Retains 1 copy of the transmittal letter for
reference.

6. The PM officer reviews, signs and dispatches to
Army Headquarters.

7. When an individual is reported as "nonbattle
missing," as distinguished from "missing in action,"
and the individual has not returned to military
control or has not beon determined to be dead within
9 days, the PM specialist—

a. Withdraws the suspended casualty report from
the 31-day suspense file.

b. Forwards the report to the chief PM NCO.

8. When reports of missing persona (par. 7) are
received from the PM specialist, the chief PM NCO
follows the procedure in paragraphs 8 through 12,
Procedure 3-33.

a. The board proceedings are forwarded through
casualty reporting channels.

6. Verifies the data included on the DA Form 1156
or other source information against the 201 file to
determine discrepancies in personnel data.
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AR 600-16

(1) If discrepancies are noted, corrects the
DA Form 115G or other source informa-
tion.

(2) Holds the DA Form 1156 or other source
information for preparation of the Cas-
ualty Report (DA Form 1154).

c. Screens the monf hly personnel roster prepared
by Lhe Data Processing Unit (DPU) against the
201 file.

(1) Notes discrfcpancies on a separate listing
indicating the date corrective entries will
appear on the morning report or the
previous date, (.hat the, correct entry
appeared on the morning report.

(2) Insures thai corrective remarks are en-
tered on t-he appropriate morning report
if necessary*.

<]. Identifies the report by checking either the
bat tie or nonbattle block in the heading of tho DA
Form 1354.

e. Obtains a control number from the senior
personnel management specialist and enters the
number on the report. One series of control num-

bers is used for both battle and nonbafctle casualty
reports.

/. Completes the Casualty "Report (DA Form
1154) and returns the 201 file to the records clerk.

g. Attaches the separate listing in <?(!) above to
2 copies of the appropriate casualty report and
forwards to the chief personnel management NCO.

A. Forwards 1 copy of the report to the records
clerk for attachment to the appropriate morning
report.

i. Retains 1 copy of the report for reference or
suspends the reports of individuals as unonbattle
missing" for 9 days.

;. Notifies the unit commander of changes in
the status of casualties made by the PSD, e.g.,
screening of the master casualty file indicated the
individual lias been reported as captured whereas
the feeder report indicates the individual as miss-
ing in action.

k. Files the Casualty Feeder Reports (DA Form
1156) or other sources of informal ion in the master
casualty file t,o provide* a source of information on
casualties and to prevent the submission of dupli-
cate or erroneous reports.
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C 2, AR 600-16
PROCEDURE 3-32

NOTIFICATION PERTAINING TO CASUALTIES IN NONCOMBAT AREAS
(CROWN REPORT)

References. AR 600-65, AR 600-67.

Procedure
1. The following procedure is applicable if the

division commander is also the installation com-
mander.

2. When notified of the death (CROWN) of a
soldier assigned to a unit served by his composite
team, and after notifying the personnel manage-
ment officer, the senior personnel management
specialist—

a. Obtains the 201 file from the records clerk.
b. Obtains the Financial Data Records Folder

(FDRF) from the pay specialist
•fac. Prepares a Joint Message Fonn (PDForm

173) in 4 copies. Includes the information re-
quired by appendix I, AR 600-67, for electrical
transmission of notification to The Adjutant Gen-
eral, ATTN: AGPB-C. Department of the Army.
Washington, D.C., and the Commanding General
of the Army area in which the next of kin resides.
See section II, AR 600-67 for information ad-
dressees. Letter notifications will be prepared if
considered more appropriate and expedient.

(1) Obtains the date, place, cause and circum-
stances of the death.

(2) Obtains a CROWN report control num-
ber from the chief personnel management
NCO.

(3) Enters the control number on the report
and forwards 3 copies and the 201 file to
the chief PM NCO.

(4) Retains 1 copy of the report for reference,
(5) Returns the FDFR to the pay specialist.

d. Prepares supplemental CROWN reports as
required by AR 600-67. Separate control numbers

are obtained from the chief PM NCO and assigned
to each supplemental CROWN report.

3. Upon receipt of a CROWN report and sup-
plemental CROWN report (s), when prepared, and
the 201 file, the chief PM NCO—

a. Reviews the report for completeness and ac-
curacy.

b. Gives the CROWN report and supplemental
CROWN report(s) to the personnel management
officer for review.

c. Returns the 201 file to the records clerk.
4. The PM officer reviews, signs and dispatches.
5. When the division commander is responsible

for notifying the adult next of kin, the chief PM
NCO—

a. Prepares the initial death notification tele-
gram to include the information contained in ap-
pendix IV, AR 600-67, unless considered inappro-
priate, i.e., when the person to be notified is
obviously aware of the death and has been coun-
seled concerning the care of the remains.

b. Prepares a supplemental death notification
telegram when the death occurred away from home
and military or civil authorities have custody of
remains. See appendix V, AR 600-67.

c. Prepares a confirmation letter to include tho
information included in appendix V, AR 600-67 if
the adult next of kin was present at the place of
death and has been counseled concerning the care
of remains.

d. When the person to be notified is nearby,
arranges for notification to be made by an officer.

e. Gives initial and supplemental death notifica-
tion messages or the confirmation letter (c above)
to the PM officer.

6. The PM officer reviews, signs and dispatches
to the adult next of kin.
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C 2, AR 600-16
PROCEDURE 3-33

NOTIFICATION PERTAINING TO CASUALTIES IN NONCOMBAT AREAS
(PUNCH REPORT)

References. AR 600-65, AR 600-67.
Procedure

1. The following procedure is applicable if the
division commander is also the installation com-
mander.

2. When notified that an individual is in a miss-
ing status, and after notifying the personnel man-
agement officer, the senior personnel management
specialist—

a. Obtains the 201 file from the records clerk.
•fab. Prepares a Joint Message Form (DD Form

173) in 4 copies. Includes the information re-
quired by appendix II, AR 600-67, for electrical
transmission to The Adjutant General, ATTN:
AGPH-0, Department of the Army, Washing-
ton, D.C., and the Commanding General of the
Army area in which the next of kin resides.
See AR 600-67 for information addressees. Letter
notifications will be made if considered more ap-
propriate and expedient.

( 1 ) Obtains date the individual was reported
missing, area where missing, nature of
duty at time reported missing and con-
tributory circumstances from such
sources as—

(a) The individual's unit commander and
immediate superiors.

(b) Persons assigned to work with or near
the individual,

(c.) Military and civil police reports.
(2) Obtains a PUNCH report control num-

ber from the chief personnel manage-
ment NCO.

(3) Assigns the control number to the report
and forwards 3 copies with tho 201 file to
the chief PM NCO.

(4) Suspends 1 copy of the report for a date
9 days from the date tho individual en-
tered a missing status.

c. Take action to obtain information which
was not available when preparing the initial re-
port.

d. Prepares a supplemental PUNCH report to
furnish missing information or corrections, as
necessary. Separate control numbers are obtained

from the chief PM NCO and assigned to each sup-
plement PUNCH report along with a cross-refer-
enc« to the initial report.

3. Upon receipt of a PUNCH report and sup-
plemental PUNCH report (s), when prepared, tho
chief PM NCO—

a. Reviews the report for accuracy and com-
pleteness.

6. Gives the report to the personnel manage-
ment officer for review, signature and dispatch.

4. The personnel management officer reviews,
signs and dispatches.

5. Tf the missing individual returns to military
control prior to 10 days from the date he, entered a
missing status, the senior PM specialist prepares a
supplemental PUNCH report, to include items
A, B, C, and H of appendix II, AR 600-67.

6. If an individual is determined to be dcud
prior to 10 days from the date he entered a missing
stat us, the senior PM specialist prepa res a
CROWN report in accordance with Procedure
3-32.

7. If the individual has not returned to military
control or been determined to bo dead within 9
days, the senior PM specialist—

a. Withdraws the suspended PUNCH report
from tho 31-day suspense file.

b. Forwards the report to the chief PM NCO.
8. When a PUNCH report on an individual

who has not returned to military control or been
determined dead within 9 days from the date he
entered a missing status is received from tho PM
specialist, the chief PM NCO—

a. Contacts the appropriate personnel staff
NCO and obtains the names of 3 officers to be ap-
pointed to determine the facts concerning the
status of the missing individual. A warrant offi-
cer may serve as recorder.

b. Prepares a request for orders appointing the
board under the provisions of AR 15-6 and AR
600-67.

c. Signs the request for orders and dispatches
to the Office Services Unit for publication.

9. The chief PM NCO furnishes the board of
officers with a copy of the initial PUNCH report
and any supplemental reports.
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C 2, AR 600-16

10. Upon receipt of the board recommendation
and proceedings, the chief PM NCO—

a. Prepares a memo routing slip addressed to the
division AG and attaches it to the proceedings.

b. Forwards the proceedings for final deter-
mination.

11. When the board proceedings are returned
from the division AG, the chief PM NCO—

a. If the recommendation involves a change in
status and is approved—

(1) Initiates action to require correction or
amendment of individual personnel rec-
ords and submission of the appropriate
notification.
Prepares an indorsement forwarding the
proceedings to Chief, Casualty Branch,

TAGO, DA, ATTN: AGPB-C Wash-
ington, D.C. 20315 indicating the action
taken to change the status and to correct
the prior reports.

(3) Gives the completed notification, indorse-
ment and board proceedings to the PM
officer for review, signature and dispatch.

b. If the recommendation is to continue the
missing status, and is approved—

•fa(l) Prepares an indorsement forwarding the
proceedings to The Adjutant General,
ATTN: AGPB-C, Department of the
Army, Washington, D.C. 20315.

(2) Gives to the PM officer for review, signa-
ture and dispatch.

12. The PM officer reviews, signs and dispatches.
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C 1, AR 600-16

PROCEDURE 3-34
REPORT OF SURPLUS ENLISTED PERSONNEL

References*

Procedure

AR 600-200,
245.

AR 614-

1. Upon receipt of a notice from the chief per-
sonnel management NCO to prepare a surplus
report, the personnel management specialist—

a. Screens the Personnel Information Rosters to
identify personnel designated surplus by unit
commanders.

b. Obtains the 201 file from the records clerk.
(1) Verifies that personnel designated surplus

who hold a special qualifications digit of
'S" or ljp" have submitted a statement
that they do or do not desire assignment
to an airborne unit.

(2) If such a statement has not been submitted,
requests the senior personnel management
specialist to obtain the statement by
contacting the appropriate personnel staff
NCO.

(3) Returns the 201 file to the records clerk.
c. Prepares a draft surplus report using DA Form

2090-R (Request for Disposition Instructions for
Surplus Enlisted Personnel). Refers to AR 614-215
for personnel in grades E-l through E-6 and AR

60CV-200^or Personnel in grades E-7 through E-9

to obtain the details concerning preparation of the
report.

d. Retains 1 copy of the draft report for reference
and forwards 1 copy to the chief PM NCO for
consolidation.

2. Upon receipt of draft surplus reports, the
chief PM NCO—

•faa. Compares the grade and MOS data for
E-l through K 6 surplus designated personnel
with the Personnel Inventory Report, Part II,
to identify appropriate reassignments within the
division. See AR4QO-200for action on personnel
in grades E-7 through E- 9 when serving in an
oversea command.

b. Forwards reassignment instructions to the
PM specialist when reassignments are identified
(a above).

c. Consolidates the draft reports for the division
and gives to a clerk-typist for typing.

d. Reviews the typed report and forwards it to
the personnel management officer for review,
signature and dispatch.

3. The PM officer reviews, signs and dispatches
to the next higher headquarters.
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AB 600-16

PROCEDURE 3-35
PERSONNEL INVENTORY REPORTS (MACHINE)

(Applicable together with Procedures 3-19 through 3-21 when punched card machines are available.)

Reference. AR 600-200.

Procedure
1. When punched card machines are available,

preparation of the Personnel Inventory Report
will be accomplished by the Machine Processing
Unit (MPU) of the Administrative Machine Branch.
Machine prepared Personnel Inventory Reports
contain more detailed strength and personnel
utilization information due to the speed and ac-
curacy with which the reports can be prepared.
Procedures 3-19 through 3-21 provide the details
on the uses of Personnel Inventory Reports. Sample
machine prepared Personnel Inventory Reports are
shown in appendix 6-III, AR 600-J7.

2. The Personnel Inventory Report will t*
forwarded by the MPU to the chief personnel
management NCO on the 3d workday of each
month. A separate report will be furnished for
both officer and enlisted personnel and will consist
of 4 parts. Paragraphs 3 through 6 describe the
format of and information contained in each of the
4 parts. See appendix 7-II for distribution of each
part of the Personnel Inventory Report.

3. The Personnel Inventory Report, Part I is a
recapitulation of each separate MOS authorized to
all divisional units and reflects—-

a. For both officer and enlisted personnel; the
number, by grade, performing duty in the author-
ized MOS to include—

(I) The number having the authorized MOS
as their PMOS.

(2) The number having a PMOS that is
different from the authorized MOS.

(3) The number of projected gains and losses
for the 1st, 2d and 3d subsequent month
from the effective date of the report.

6. For enlisted personnel only; the number who
have been awarded a proficiency pay rating.

4. The Personnel Inventory Report, Part II
reflects the same information for both officer and
enlisted personnel as Part I, except Part II is pre-
pared for each battalion and separate company
assigned to the division, and is a recapitulation of
each separate MOS authorized within the battalion
or separate company.

5. The Personnel Inventory Report, Part III
reflects only the number of officer and enlisted per-
sonnel having s different PMOS from the author-
ized MOS in which they are performing duty. The
report for enlisted personnel also indicates the
number who have been awarded a proficiency pay
rating. Part III is prepared for each unit assigned
to the division and is a recapitulation of each separate
MOS authorized within the unit.

6. The Personnel Inventory Report, Part IV
reflects the same information for both officer and
enlisted personnel as Part I, except Part IV is
prepared for each unit assigned to the division and
is a recapitulation of each separate MOS authorized
within the unit. Part IV does not reflect, projected
gains, however, projected Josses for the 1st, 2d and
3d subsequent months from the effective date of
the report are shown.
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C 1, AR 600-16

PROCEDURE 3-36
RECEIPT AND USE OF PERSONNEL INFORMATION ROSTERS (MACHINE)

(Applicable in lieu of Procedure 3-18 when machines are available.)

Reference. AR 600-200.

Procedure
1. Upon receipt of 5 copies of machine prepared

Personnel Information Roster (DA Form 2472) from
the Machine Processing Unit (MPU), the personnel
management specialist—

<x. Verifies the roster against the posted up-to-
date copy of the previous month's roster to deter-
mine any discrepancies.

(1) If discrepancies are noted, searches out
the source of error.

(2) Corrects the roster in error.
(3) Reports the error to the MPU when the

machine prepared roeter was in error.
b. Prepares 3 copies of a form letter (fig. 3-18.1)

transmitting the rosters to unit commanders and
staff sections for verification (see Procedure 3-18).
Forwards to the senior personnel management spe-
cialist for review, signature and dispatch.

2. The senior PM specialist reviews, signs and
dispatches to units and staff sections.

When verified Personnel Information
Rosters are returned from units and staff sections,
the PM specialists repeats the steps in paragraph
6, Procedure 3-18. Changes in an individual's
secondary MOS and/or duty assignment (TOE
para, and line number only) and date of rank are
reported to the MPU through the use of a Per-
sonnel Data Card (DA Form 2468-1). (See
sec. IV, ch. 8 on preparation of machine processing
cards.) As an exception to paragraph 3, Pro-
cedure 6-3, changes to the above data should be
reported b}' the PM specialists rather than the
records clerk. (See also note in Procedure 3-18).

4, Machine prepared Personnel Information Ros-
ters are posted and used as outlined in paragraphs
7 through 9, Procedure 3-18.
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PROCEDURE
FURNISHING GAINS AND LOSS INFORMATION TO THE MACHINE PROCESSING UNIT

Reference. Chapter 8 of this regulation.

. The Personnel Management Branch
furnishes projected gain and loss information
(other than loss by normal ETS) to the Machine
Processing Unit (MPU) to be used in the machine
preparation of Personnel Inventory Reports and
Personnel Information Rosters. Projected in-
formation that indicates an EDCSA will occur
during the current month is not reported.

2. Projected gain and loss information will be
furnished to the MPU through the use of a Per-
sonnel Data Card (DA Form 2468-1). A sample
projected gain card is shown in figure 3-37.1.
Projected loss information will be furnished by
completing a DA Form 2468-1 obtained from
the individual's 201 file. Projected information
will be furnished for both intra- and inter-division
gains and losses. However, projected information
pertaining to mtra-division gains and losses will
require that separate DA Forms 2468-1 be pre-
pared to reflect the loss from the old unit and the
gain to the new unit. Intra-division projected
gain and loss information wilt be furnished only if
the soldier's EDCSA will occur during the month
following the month in which the information
becomes known. A supply of blank DA Forma 2468-
1 for use in furnishing projected gains information
may be obtained from the MPU. Information to
be included for each type transaction is listed in
paragraph 4.

3. Information on projected gains and losses is
received by the personnel management specialist
from such sources as —

o. Advance Oversea Returnee Lists (AOR).
6. Advance Individual Trainee Lists (AIT).
c. Special orders.
d. Oversea levies.
e. CONUS levies.
/. Notification from the personnel action spe-

cialist as approved —
(1) Elimination cases.
(2) Applications for early release.
(3) Requests for hardship or dependency

discharge.

g. Direction by the Department of the Army to
effect early release or extension of periods of active
duty for certain categories of personnel.

"^T4. Upon receipt of projected gain or low infor-
mation from one of the sources listed in paragraph
3, the PM specialist prepares a DA Fonn 2468-1 for
each individual concerned. Projected loss informa-
tion should not be reported on levied personnel
until after insuring that individuals on a levy
roster are eligible and available for reassignment.
See section IV, chapter 8 for a description of the
method of recording data on machine cards.
The following information will be included OH
the DA Form 2468-1:

a. Projected gain.
(1) Name, items 11-28.
(2) Grade, items 29-32.
(3) SN, items 1-10.
(4) PMOS, items 34-38 (circle VP if PMOS

is verified).
(5) Projected month of assignment. Use the

date of loss block, items 53 and 54, for this
purpose.

(6) Projected unit of assignment, items 7&-79.
(7) Projected DMOS, items 43-17.
(8) Enter UPRG" in items 64-66 to denote the

type of transaction.
b. Projected loss. Only the projected date of

loss is posted in items 53 and 54 on the DA Form
2468-1 which is obtained from the individual's
201 file.

,'>. At the end of each workday, the PM specialist
separates the DA Forms 2468-1 by projected gains
and losses, assembles the cards by unit, and forwards
them to the reports clerk for forwarding to the
MPU.

6. The PM specialist reports any change to pre-
viously furnished loss notification by obtaining
another DA Form 2468-1 from the individual's
201 file and entering the new projected date of loss
in items 53 and 54 on the card, and forwarding the
card as prescribed in paragraph 5. Changes to
previously reported projected gains are not reported
to the MPU, but must be posted to the work copy
of the previous month's Personnel Inventory
Reports and Personnel Information Roster.
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CHAPTER 4

PERSONNEL ACTION

Section I. GENERAL

4-1. Discussion. A "personnel action" may be
defined as an action involving the military serv-
ice of a member of the Army, exclusive of
personnel management and financial matters.
The functional chart in appendix l-II indicates
that the Personnel Action Branch is responsible

for a wide variety of tasks. These tasks differ
enough from the usual responsibilities of the
other branches to justify their consolidation
under the Personnel Action Branch. Accord-
ingly, the Personnel Action Branch must co-
ordinate much of its work with other branches.

Section II. SUSPENSE SYSTEM

4-2. General. Tho Personnel Action Branch
is responsible for controlling the accomplish-
ment of the majority of personnel suspense
actions which are initiated by the control
specialist in the Personnel Records Branch. All
personnel action specialists must be thoroughly
familiar with the suspense system and the
followup actions required.

4—3. Mechanized suspense system. When
punched card machines are employed, the con-
trol specialists will use a Personnel Suspense
Card (DA Form 2-170-1) and a Personnel Sus-

pense Roster (DA Form 2474) to notify the
personnel action specialists of suspense actions
due. At the same time, personnel action special-
ists will also receive instructions for reporting
the completion of personnel suspense actions.
Except for suspense notices on military identi-
fication cards and immunizations, which will
be forwarded direct to uni t commanders for
action, the personnel action function under the
mechanized suspense system remains the same
as for the manual suspense system. Chapters
6 and 8 of this regulation contain details re-
garding the machine application of the sus-
pense system.

Section III. OFFICER EFFICIENCY REPORTS

4-4. Control. The system of processing U.S.
Army Officer Efficiency Reports (DA Form
67-5) should be closely controlled by all super-
visors to insure that officers have sufficient time
for preparation, and that the reports are for-
warded on time to Headquarters, Department
of the Army. A reasonable suspense date should
t>e established to control the transmittal of
efficiency reports from rating officers to indors-
ing and reviewing officers. Physical limitations
preclude the Personnel Action Branch from
contacting officers throughout the division,
therefore, personnel staff NCO's should main-
tain control over Officer Efficiency Reports to

AGO &G03A

be rendered by officers assigned to their organi-
zations <ch. 9 and ch. 10, AR 600-17).

4-5. Preparation and handling. Procedure
4—1 provides a means of preparing and han-
dling the more common types of Officer Effi-
ciency Reports. For those kinds of efficiency
reports which are not covered in the Procedure,
the personnel action specialist must consult
with the chief personnel action NCO or Chief,
Personnel Action Branch, and the appropriate
regulation for guidance. Appendix 4-1 describes
the preparation and use of a chart to portray
the Officer Efficiency Report reporting chan-
nels.

4-1
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Section IV. REPORTS OF MEDICAL EXAMINATIONS/EVALUATIONS

4-6. Responsibility and control. The Person-
nel Action Branch is responsible for preparing
the report forms and controlling periodic Re-
ports of Medical Examinations/Evaluations.
The control specialist in the Personnel Records
Branch will notify the personnel action special-
ist when periodic reports are due. Special re-
ports may be considered by a request from a
commander, applications for retirement, appli-
cations for discharge, applications for special

assignment, etc. A 31-day suspense file should
be used to control these and similar actions.
When reports have not been returned by the
established suspense date, the personnel action
specialist should contact the appropriate per-
sonnel staff NCO and/or Medical Examining
Facility to determine the cause for delay. Daily
contacts may be required to insure return of
these reports in sufficient time to accomplish
the action intended.

Section V. SEPARATION AND REENLISTMENT OF ENLISTED PERSONNEL

4-7. Discussion. Careful attention must be
given to the administrative actions required
with the separation and reenlistment of enlisted
personnel. The variety and number of separa-
tion authorities, and their importance, dictates
a requirement for special training on these mat-
ters for personnel action specialists. All docu-

ments prepared for separation actions and
separation /reenlistment actions should be re-
checked against the source documents and indi-
vidual personnel records by another personnel
action specialist. Personnel action specialists
must be aware of the impact errors in these
documents have on an individual's career.

•^Section VI. BOARDS

Establishment. The Personnel Action
Branch has the responsibility for the establish-
ment of boards of officers to be convened under
the provisions of AR 635-89, AR 635-206, AR
635-208 and AR 635-209; and boards of officers
and noncommissioned officers convened under
the provisions of AR 600-200; in accordance
with the command policy. Members of a board
convened under the provisions of AR 635-209
should be designated by the officer authorized

by regulations to establish such a board. Mem-
bers of boards convened under the provisions
of AR 63f>-89, AR 635-206, and AR 635-208
will be designated in accordance with command
policy. These boards should be monitored by the
Personnel Action Branch to insure that new
members are added when necessary, and to
recommend discontinuance of boards or ap-
pointment of additional boards as requirements
dictate.

Section VII. PERSONAL AFFAIRS

4-9. General. In order for the Personnel Ac-
tion Branch to render the proper service to the
personnel of the command, the specialists as-
signed to this branch need a general working

knowledge in the field of personnel affairs.
Chapter 5, DA Pam 600-8, outlines the per-
sonnel specialist responsibilities and problems
encountered in this area.

Section VIII. AWARDS, DECORATIONS AND BADGES

4-10. General. The Personnel Action Branch
is responsible for the administrative processing
of awards, decorations and badges in accord-
ance with command policy. General orders will
announce awards and decorations in which the
division commander is the approving authority.

4-2

For approved recommendations, the Personnel
Action Branch forwards a request for general
orders direct to AG—Administrative Services
Division for publication. The award of badges
will be announced on special orders.

AGO S60IA
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Section K. PROCEDURAL INTERACTION CHARTS

4-11. Relationship to other branches. Personnel the procedures included in appendix 4-II represent
action procedures which affect other branches are those initiated in other branches which affect the
referenced in the appropriate chapters. Likewise, Personnel Action Branch.

,ĵ k

4-3
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^PROCEDURE 4-1

PREPARATION AND PROCESSING OF OFFICER EFFICIENCY REPORTS

References. AR 140-143; Procedures 9-2-1 and
10-2-2, AR 600-.17: AR 611-103;
AH 623-105; AR 600-200.

Procedure
1. The personnel action specialist may receive

notification to initiate an Officer Efficiency Re-
port (DA Form 67-5), to include efficiency reports
for USAR officers not on active duty as officers,
from various sources. A list of the more common
sources of notification is shown in figure 4-1.1.

2. When information is received which affects
an officer's efficiency report status, the PA
specialist takes the following actions:

a. Obtains the 201 file from the records clerk.
6. Determines if an efficiency report is required

to include the type of report if one is required.
c. If an efficiency report is not required,

prepares 2 copies of a DA Form 2496 (Disposition
Form) (fig. 4-1.2).

(1) Forwards the original copy to the ap-
propriate records clerk for posting of
item 18 on the DA Form 66 (Officer
Qualification Re<x>rd).

(2) Files the duplicate copy for reference.
d. If an efficiency report is required, determines

the rating, indorsing and reviewing officer by
referring to the Officer Efficiency Report Manning
and Control Rating Scale Chart (fig. A4-I.1)
which indicates efficiency report reporting channels.
(See paragraph 5 for action if the efficiency report
must be forwarded to an officer assigned to a divi-
sion staff agency, or the Personnel Service Divi-
sion, for rating, indorsing and reviewing.)

3. When an efficiency report is required and it
will be a "Complete" efficiency report, annual or
other than annual, the PA specialist—

a. Initiates a DA Form 67-5 in an original copy
only by referring to the appropriate section of the
regulation which refers to the type of report
being rendered, and ^the component of the officer
concerned:

(1) Completes items 1 through 9 and 11
through 14, and the information required
to be typed in items 17, 18 and 19 of the
form (fig. 4-1.3).

(2) Enters "ATTN: AGPF-RE" in the
upper right corner of the form if the re-

port pertains to a USAR officer serving
as an active Army enlisted man.

(3) Enters the rated officers name and service
number above Part IV on the reverse
of the form.

6. Prepares 3 copies of a Personnel Action
Form (DA Form 1049) (fig. 4-1.4) and lists the
suspense dates by which the rating, indorsing
and reviewing officers, as applicable, must complete
their items of the form, and return it to the Per-
sonnel Service Division. Signs for the Chief,
Personnel Action Branch.

c. Prepares an envelope (Government messenger
or sealed) by addressing it to the appropriate
personnel staff NCO.

(1) Places a copy of AR 623-105 and/or
AR 140-143, as applicable, in the
envelope.

(2) Attaches the partially prepared DA Form
67-5 to the original and 1 copy of the
DA Form 1049, and places both in the
envelope.

d. Posts the efficiency report routing log (fig.
4-1.5) to indicate the disposition of the report. (See
reverse of the log for instructions.)

e. Dispatches the envelope to the appropriate
personnel staff NCO and returns the 201 file to
the records clerk.

/. Retains 1 copy of the DA Form 1049 in the
31-day suspense file to control the return of the
report.

(1) If the report has not be«n returned by
the suspense date, requests the senior PA
specialist to contact the appropriate per-
sonnel staff NCO to determine the status
of the report.

(2) Resuspends the DA Form 1049, as appro-
priate.

4. Upon return of the efficiency report, the PA
specialist—

a. Posts the efficiency report routing log.
6. Reviews the report for completeness and ac-

curacy, and insures that—
(1) The raters signed the report in the proper

sections.
(2) The rater and indorsing officers properly

completed item 10.

4-5
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(3) Tbe indorsing officer entered the reason
if he marked the block in item 16 "I AM
UNABLE TO EVALUATE THIS OF-
FICER."

(4) The reviewing officer has checked a box
pertaining to his review of the report.

c. If discrepancies are noted, prepares 2 copies
of a DA Form 1049 (fig. 4-1.6) returning the re-
port through tbe personnel staff NCO, to the
appropriate officer(s) for correction.

(1) Signs the DA Form 1049 for the Chief,
Personnel Action Branch, and dispatches
the report for correction and return.

(2) Posts the efficiency report routing log.
d. Upon return of the corrected report, if c

above applies, or if the report was administra-
tively correct when it was initially returned—

(1) Posts the efficiency report routing log, if
applicable.

(2) Verifies the computation of the scores in
parta IV, VI, and VII of the report. If
the indorsing officer checked item 16 and
did not complete parts IV through VII,
enters duplicate entries made by the
rating officer in part VII and computes
the composite score.

(3) Makes the appropriate entry in item 20
of the DA Form 67-5 if inclosures were
added by any of the rating officers.

(4) Enters the date the entry will be made on
the DA Form 66 or DA Form 24, as ap-
plicable, in item 21 of the DA Form 67-5.

(5) Prepares 2 copies of DA Form 2496 (fig.
4-1.7), and forwards the original copy to
the records clerk for necessary entry in
item 18 of the DA Form 66 or in section
10 of the DA Form 24, as applicable.

(a) Posts the efficiency report routing log.
(b) Files the duplicate copy of the DA

Form 2496 for reference.
(6) Notifies the control specialist of the com-

pleted action if the efficiency report was
initiated as a result of suspense notifica-
tion.

(7) Prepares an envelope addressed to The
Adjutant General, ATTN: AGPB-FP
or AGPF-RE, as applicable, Department
of the Army, Washington, D.C., 20310.

(8) Forwards the efficiency report, efficiency
report routing log and the envelope to

the chief personnel action NCO for
review.

5. After determining the rating, indorsing and
reviewing officer (para. 2d), the PA specialist takes
the following actions if the rating, indorsing or
reviewing officer is assigned to the division Head-
quarters'and Headquarters Company or Adminis-
tration Company, and performs duty with a divi-
sion staff agency, or the Personnel Service Division;

a. Follows the procedure in paragraph 3 a and 6,
but does not sign the DA Form 1049.

6. Attaches all copies of the DA Form 1049,
together with the efficiency report routing log, to
the efficiency report, and forwards it to the office
of the branch chief to—

(1) Have the efficiency report completed by
the appropriate officer(s).

(2) Notify the records clerk, and if appropriate
the control specialist, of the completed
action.

c. Returns the 201 file to the records clerk.
6. Upon receipt of a completed efficiency report

or an efficiency report to be handled by the office
of the branch chief (para. 5), the chief PA NCO
takes the following action, as appropriate:

a. If the report is completed and ready for initial-
ing by the Chief, Personnel Action Branch—

(1) Reviews the report for completeness and
accuracy.

(2) Forwards the completed efficiency report
and the efficiency report routing log, to
the Chief, Personnel Action Branch for
review, initials, and dispatches to The
Adjutant General.

6. If the report is for completion by a rating,
indorsing or reviewing officer assigned for duty to a
division staff agency, or tbe Personnel Service
Division—

(1) Follows the procedure in paragraph 3c
through /, as applicable, except that he
addresses and dispatches the envelope to
the appropriate rating officer.

(2) Follows the procedure in paragraph 4 and
a above, as applicable, upon return of the
completed efficiency report.

(3) Returns the duplicate copy of the DA
Form 2496 addressed to the records clerk,
to the PA specialist for filing and
reference.
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7. The Chief, Personnel Action Branch reviews
all completed efficiency reports for completeness
and administrative correctness ; initials item 22
of the form, and dispatches it to the appropriate
address. Posts the efficiency report routing log
and returns it to the chief PA N'CO for return to
the PA specialist, together with the DA Form 2496
(para. 66(3)).

8. When an efficiency report is required, and it
will be an "Administrative" efficiency report,
whether annual or other than annual, the PA
specialist—

fl. Prepares a DA Form 67-5 in an original copy
only by referring to the section of the appropriate
regulation which refers to the component of the
officer concerned, and completing the items re-
quired for this type of efficiency report.

6. If the report is an annual efficiency report,
enters the name, grade, service number, organiza-
tion and duty assignment of the Chief, Personnel
Action Branch in the section of item 17, that is
required to be typed and follows the procedure in
paragraph 4d(4) through (8).

c. If the report is other than an annual efficiency

C 1, AR 600-16

report, determines the rating officer only (para.
2d) and completes the section of item 17 that is
required to be typed.

(1) Follows the procedure in paragraphs 36
through 46, except that he modifies the
DA Form 1049 to forward the efficiency
report to the rating officer only to inform
him that his signature and the date in
item 17 are required to complete the
report.

(2) Follows the procedure in paragraph 4d(4)
through (8) upon return of the efficiency
report.

Note. Prior to taking action to initiate an
"Administrative" efficiency report, the PA
specialist requests the Chief, Personnel Action
Branch to contact the appropriate commander to
determine if a "Complete" efficiency report will
be rendered under the conditions in paragraph
10, AR 623-105/paragraph 12, AR 140-143,
which gives the rating officer authority to ren-
der "Complete" "efficiency report* for periods
of leas than 60 duty days. When notified
by the Chief, Personnel Action Branch of the
determination, takes appropriate action as
prescribed in this procedure.

4-7
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SOURCES OF NOTIFICATION WHICH MAY CAUSE RENDITION OF
AN OFFICER EFFICIENCY REPORT AND/OR ENTRIES IN ITEM

18 OF THE OFFICER QUALIFICATION RECORD (DA FORM 66)
OR SECTION15» ENLISTED QUALIFICATION

RECORD (DA FORM 20)
Notification from the control specialist:

1. When annual efficiency reports are due.
2. When an officer is scheduled for release from active duty.

Receipt of orders:
1. Orders indicating assignment of or a change in an officer's principal duty

assignment (affects the officer changing duty and the officer (s) for which he is
responsible to rate, to include USAR officers serving on active duty in an enlisted
status).

2. Orders indicating the reassignment of officers (affects the officers in 1 above).
3. Orders indicating the reassignment of USAR officers serving on active duty

in an enlisted status (affects only the officer being reassigned).

Notification by a commander or rating officer to Initiate an efficiency report:

1: When an officer is to be rated upon completion of a duty assignment in a
probationary test period.

2. When a rated officer's manner of performance of duty is considered so
outstanding or deficient as to justify the submission of a special report.

Screening of the Personnel Information Boater:
Changes of status reflected on the Personnel Information Roster received

from the personnel management specialist, e.g., changes in primary duty, adjust-
ments to expected loss date, and infra-division re assignments.

Review of the Officer Qualification Record:
1. Upon clearing the individual for reassignment or temporary duty, if previous

notification has not been received.
2. Initial review of the qualification record for officers newly assigned to the

division.
Receipt of Application for Regular Army Commission:

When an application for Regular Army commission is received and a
"Complete" officer efficiency report has not been rendered ia the applicants
current active duty tour. (The completed report is disposed of in accordance
with section V, AR 600-100.)

if Figure 4-1-1.
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DISPOSITION FORM
OFFICE SYMBOL OR FILE REFERENCE

AGPSD-A
SUBJECT

Review of DA Form 66 (Officer Qualification Record)

TO Records Teafe Leader
Composite Team Nr_

"«>« chief, OATE 2 Sap 6l CMT

Personnel Action Branch

1. A review of item 18, DA Pom 66, pertaining to

ftlTTT lit IKF

lat Lt
(Grade)

Co A. 16 Inf _____.
(Unit of Assignment)

^^^^W ___ ___ ________ ________

(*««) ISK)
reveals that an efficiency report is not required for the period 1 Aug 61 to

2 Sen 61

2. Based on this review it is requested that the entries indicated belov be
recorded in this item and that an appropriate Report of Change for DA Form 66 (DA Form
66A) be prepared, as required by AR 611-103.

Cloee line entry eff 1 Aug 61

Open line entry eff 3 Sai

J Nona

Crg:
PltLdr

L6thlnfFtMillertftah

KEN WHITE
CWO, W-3, USA
Chief, Pers Action Branch

T\ A FOftt* O A f\C REPLACES DD FORM 16. EXIST INC SUPPLIES OF WHICH WILL BE
Lff\ 1 FIB W ̂ *}?D I1SUED AND USED UNTIL 1 FE8 •> UNLESS SOONER EXHAUSTED. H WTUMWt fii«lM9m«. lltt«-«»»•

Figure 4~l>t.
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iw {^mLYKWKimxcnoiimu&MXFmtrmfwKn FILL OVT until*
PART I • PiMONAl DATA <*W ***«— IT. AX tt>Mf>

L LAIT MAIM- *M*T

Ifartin, Harry L,
T- tMMT. MMAMIHtTMHCirATIOH *HO I

MMVICt KIMMtN

i Q 8Q 089

4. KATIOr NMW

lat Lt H Jul
lAMC

Tnf

Co Dr 1st Inf a*f QQth Inf Divr Tort Millerr Ut>h,
PACT n- RIPOtTIMC PCIKW AMD DITTY DATA (1t*W Mtfr. AJT «2>-/ff*J

IOO COVimtJ

15 Jul , 62 30 ; NOT 62
OTHIK O*T1

t. NCAkON »O* MKMOXItlHC NÎ OMT

^

ATIO evncnt

B»|tT CO* t ACT

"IIOVCHT OMMV*TIC«

IH'KtCMIHT OC»IHVATWH

IL DUTY
WO1

1» «UTK
••AOI,

r .
Lt

Platoon Leader

M. IMUOO AOOtTtOMU. OUTIU

PART Ml • UAMMIR OF PIRPCMUAMCC Or** , AJt *»-IW)

l_]l MilWAALf TO IVALWATI POMTM1 KX.LOB1M BIMO*

DA.a.%.67-5 US AWYOfl^OTFKIEHCYRBWtT

Figure 4-

4-10

ZapataMP
Pencil



C 1, AR 600-16

PART IV- PERSONAL QUALITIES (Baad pa»|r*pn lid, AR 613-10S)

LEGEND

RATER

NUMBER

INDORSE R

P

.0 .1 .2 .3 .4 .5

b AUBITION (Seat* and walcixnaa additional and mar* Jnporlanl nfpontibtllliit)

d. COOPERATION (Wotkt In harmony itllti elhari a* a laam rnftnbtr)

*. DEPENDABILITY fC°n«'»t»"">' accanptl*h*a daairad aellaiu iriUi ndnlamt a^arrtalonf

/. ENTHUSIASM f*W(l«(aa othara 6y nla ml)

1. INDEHUITT ff ind» aoluHona In problam* ngsrdl*** ol obttmctt*)

/• INITIATIVE Cra*aa nacaiaar? and aopreprfafa acflon on tilt own)

*. mTELLiOENCE (AC^uIr** fcnovfadf a and t'"f* eone»pf» ntdll?)

'• JUDGEMENT |Tnto*a teflctllf md malraa fftelictl d»ela(an>)

"i- LOYAL TV (Hand*™ faJUifuF and wflflnf aiqipart ID auparfora and tubottUntlff)

n. MORAL COURAGE iTnfallacluaf honttty, irlltlngnfft la aland up and oa coiaitad)

o_ IELF-OISC1PLIHE (Conduct* hlmfftf tn accofdanca with accapfad afandarrfa)

q- SOCIABILITY CParttcJpafaa (raclf and aaallr In aaclal and coavnait<r aellrt"aa)

r. STAMINA fPvrfonitl auccaaa/ullf ondar profracfad pnraicaf and manlaf atraaaj

a. TACT FSara or doaa irhal 1* mpprofrltlf wiltioat tiring tainaeaaaarr otlMifi)

1ST VI - OVERALL DEMONSTRATED PERFORMANCE AND ESTIMATED POTENTIAL (K*M

PART V • APPRAISAL OF QUALIFICATIONS
(Roma ptrff*ph Jim, AR (JS-IOS)

DUTIES

a. COMMAND A TACTICAL UNIT

UNITfW INTEL.

OR LOOIITICS

JOINT f/J R • D

CDMPT

IHDORSER (SpfCltf)

*• SPECIALIST

IHDOR1ER (SffCltr)

OR AGENCIES

*• INSTRUCTOR

pwajrapfli 111 Mid It*. Aft tlj-l

HATER

~(~

———— M

( )

( )

on

INOORIER

———— (~J

—— L_J

( )
( l

OVERALL DEMONSTRATED
PERFORMANCE «T,»ATEO POTENTIAL

RATING EXPECTED DISTRIBUTION Of 1OO OFFICERS RATED (1) (J)

•• OUTSTANDING

e. EHCEPTIONAL

C. SUPERIOR

d EXCELLENT

•• EFFECTIVE

i

——— H !1
1n

/- MARGINAL |

•

*

| |

It »

1

-

t- INADEQUATE f *

SCORE

PART VII - NUM
r*Md paragraph

rScona to It anl*r*d
and wiMtd bf *

96-100 *

90 - 93 •

BO - 89

70- 79

60 - 69

SO - S9

40 • 49

30 - 39

10-29 •

1 0 - 1 9 *

ID

9
8
7

6
5
4

3
2

1
lî iiiiiii;;:;;

ERICAL'VALUE FART vin • AUTHCNTICATIOK fRaad para.-r.prr m. AR tis-ios)

or /alar and Intforaar,
pwiomal olllcet)

PART IV

PART VI (I)

PART VI (3)

TOTAL

RATER INDOR.,1, "&CK «• ^

Co D, 1st
tone, Capt, Inf, 0 31 567
Inf Bn, Commanding Officer

II. SIGNATURE OF HDORSER DATE

Frank A.
COMPOSITE SCORE , , _ ,, _1st Inf B

Dudley, Major, 6 29 463
n, Executive Officer

DUTY ASdOMMENT

John P. Smith, Lt Col, Inf, 0 23 465
1st Inf Bn, Conrnanding Officer

THIS REPORT MAt IHCLOtURtl. (tnfflt "0" II •COroDlVal*)

Figure 4-1.3—Continued
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AB 600-16

PERSOMHEL ACT10H
(AR MO-J3) 1 Dec 62

AGPSDU Officer Efficiency Report
TOT (Rating Officer and Organization)

(Indorsing Officer and Organisation)
(Reviewing Officer and Organiw-tioa)
IN TORN

FIOP:

CatBDanding General
99th Infantry Division
Fort Miller. PUh

t s i i i c «:

1. Attached Is Officer Efficiency Report (DA Fora 67-5) pertaining to
lat Lt Harry L. Martin.

2. In completing appropriate sections of DA Tom 67-5, special emphasis 1«
placed on paragraphs 21 and 23, AR 623-105,

3. Attached DA Form 67-5 for officer atated above nust be mailed to Head-
quarters, Departaent of the Ajcry by U Jan 1963. Please complete your action
and forward by tbe following suspense datest

Rater to Indorser 18 Dec 62.

Indorser to Reviewer 6 Jan 63.

Reviewer to Personnel Service Division 9 Jan 63.

4. An Officer !• Efficiency Report is to b* treated as a confidential matter
(although not narked as such) and in transmitting the report between rater,
indorser and reviewer and this office, a sealed or messenger envelope will be
used so sa to preclude the review of tbe report by unauthorlied persona.
Efficiency Reports to be indorsed or reviewed by officers assigned to Wvision
Headquarters will be tranamitted to the Personnel Service Dlylsion for forwarding
to the indorsing or reviewing officer.

5. Tbe attached regulation will be forwarded with the Efficiency Report
a* outlined In paragraph 3, above.

FOR THE CCM4AHDERi

2 Inclsi
1. DA For» 67-5
2. AR 623-105

JEZN WHITE
Capt. AGC
Asst AG

US* fLAlft fAFU fOt COrmWATJOrt OF COHHMHTS

DA.?eT..1049 c>o 1*1) o >aitit

Figwe 4-l>4>
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C 1, AR 600-16

EFFICIENCY REPORT ROUTING LOG

MARTIN, Harry L 0 089 089 1st Lt 13 Jul 57 Inf I

Co D, 1st Inf Bta, 99th Inf DLv, Fort Miller, Utah, Sixth Amy

Z

15 Jul 62 30 Nov 62

134 5

1542 1st Lt

Platoon leader

DISPOSITION OF REPORT
Date

FWD to Rating Oi 1 DBG 6
Returned from Rating 0! ______
Returned to Rating 0 for correctioni _______
Returned from Rating 0 corrected: ______
FWD to Indorsing Oi ______
Returned from Indorsing 0: _____
Returned to Indorsing 0 for correction. ______
Returned from Indorsing 0 correctedi ______
FWD to Reviewing 0:
Returned from Reviewing 0; 9 Jan 53
Date entered in Item 21$ 10 Jan .63
Date DA Form 2496 FUD to Records Team Leader 10 Jan 63
Item 22 initialed: H Jan
Completed report dispatched to AGPF-FP H Jan 63

Jack M. Stone, Capt, Inf, 0 31 567
Co D, lat Inf Etn, Commanding Officer

Frank A. Dttiley, Major, 6 29 463
1st Inf Eta, Executive Officer

John P. Stadth, Lt Col, Inf, 0 23 465
1st Inf Etn. Commanding Officer

Date entered on DA. Form 66 10 Jan 63

if Figure 4-1 J,
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AR 600-16

Instructions:
1. Place the DA Form 67-5 being initiated over this form and insert carbon.

2. Complete items 1 through 13.

3. Turn the DA Form 67-5 over, reinsert carbon, and complete the section of item 17, 18 and 19 that
is required to be typed.

4. Disposition of Report—self-explanatory.

5. Dates between forwarding the report to the rating officer and receiving it from the reviewing officer
will be entered only if the report is required to be returned to the Personnel Service Division after
each officer has completed his items of the report.

Figure 4-1.6—Continued.
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AR 600-16

PERSOHHEt. ACTIOH

f ' If "IM "t "-[

AGPSD-JL

TO:

N f t

1

Correction of Officer Efficiency

o^u

Report (DA Fonn 67-5

FROH:
CoDnanding General
99th Infantry Division
Port Miller, Utah

•f toci iS Mi » ; r I O N S

1. A review of the inclosed efficiency report pertaining

(Grade
for the oeriod

to
a

, Bame, SN, Branch, Unit of Assignment)
to (Dutv davs i Other davs )

reveals deficiencies indicated below:

L-J Part II, Item 1 7 Rater / 7 Indorser

/" / Part III, Item

/ / Part IV, Itam

l_ / Part V, Itam

/ / Part VI, Itam

1 7 Part VII, Item

/ / Part VII. Item /

Remarks t

£ ' Rater / / Indorser

L- / Hater /~ ~I Indorser

/ / Rater •£""

(~~7 Rater j —— "

r~J R«ter £H

/ Indorser

7 Indorser

f Indorses1

Ifa»viewer£^7 Rater / / Indoorser

2. It Is requested that this report be corrected and/or completed in
accordance with the provisions of the applicable regulations, and returned to
this headquarters, ATTN: AGPSD-A, as an inclosure hereto NLT

FCR THE CCK-'ANDER:

,/? /

KIN WHITE
CWO. W-3, USA
Asat Ad^ Gen

US* FLAW MMl pOt COHTIHUATtOf OF COMrWrX 1
NCPV.1.CC* »t>lTION OP 1 OCT Bl. ttHICM IB Oa>«OLKTE

Figure 4-1.6.
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C 3, AR 600-16

DISPOSITION FORM
(AH 340-15>

OFFICE SYMBOL OR FILE REFERENCE

AGFSD-A

SUBJECT

Rendition of Officer Efficiency Report (DA Form 67-5)

TO Records Team Leader
Composite Team 2

FROM Chief,
Actions Branch

31 Miy 65 CMT 1

1. An Officer Efficiency Report, D4 Form 67-5. haa been rendered on Cept
(Grade.

098709 GE Co B. 326th Eng Bn.Richard E.. Boone_____^ . _________,______, ________ __
( N o m e ) ' (SN) " (Branch) "(Unit o f Assignement)

for the period 22 Ifer 65 to 31 May 65 (Dy days 49 j Other days 22

2. Completion of items 21 and 22, DA *orm 67-5. has been effected by this
branch. Date entered in item 21 wss gl May 65 .

3. It ie requested that entries as indicated below be recorded in item 18,
DA Form 66 or Section 15, DA *'orm 20, as applicable, sod a Report of Change for
DA Form 66 be prepared, as required.

Close line entry eff ?7 Mar 65: ) / __

Open line entry eff: 1 Jun ^/TUSlAuti**! EngrCoPltLdr/
Org: CoB326EngBnFtMlllerUtah

KEN WHITE
WO, USA
Chief, i'ers Action Brunch

DA FORM
r E B 62 2496 R E P L A C E S DD FORM »6. EXISTING SUPPLIES OF WHICH WILL BE

ISSUED AND USED UNTIL t FEB bl UNLESS SOONER E X H A U S T E D .

^Figure 4-1.7.

4-16 AGO 6«0»A
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C 1, AR 600-16

PROCEDURE 4-2

PROCESSING APPLICATIONS FOR APPOINTMENT AS COMMISSIONED OFFICERS IN
THE REGULAR ARMY

References. AR 601-100, AR 601-105, AR 601-
107, AR 601-124, AR 601-125, AR
601-126.

Procedure
•^•1. Upon receipt of an Application for Ap-

pointment (DA Form 61) or letter if the applica-
tion is from an officer who has served 10 years
Army active duty in a commissioned status, the
personnel action specialist—

a. Obtains the 201 file from the records clerk.
6. Reviews the application against the eligi-

bility criteria in AR 601-100 and other pertinent
regulations.

c. Refers to table I and the section of AR 601-
100 under which application is being made con-
cerning the supporting documents required to
accompany the application.

d. Obtains missing data by contacting the ap-
propriate personnel staff NOO or returning the
application to the unit, as appropriate.

2. If the applicant does not meet the criteria for
appointment, the PA specialist—

a. Prepares an indorsement returning the ap-
plication to the appropriate commander. In-
cludes tho reason for failure to meet the criteria.

b. Forwards the application and the 201 file to
the chief personnel action NCO for review.

3. If the applicant meets the criteria for ap-
pointment, the PA specialist —

a. Initiates action for a medical examination in
accordance with Procedures 4-4 if such action lias
not already been accomplished.

b. Upon return of the medical report, consults
with the Chief, Personnel Action Branch to obtain
a recommendation for the forwarding indorsement.

c. Prepares the indorsement forwarding the ap-
plication through command channels to the major
Army commander.

d. Attaches the medical report as an additional
in closure.

e. Forwards the application and the 201 file to
the chief PA NCO for review.

4. If the applicant does not have the required
formal education but is otherwise qualified, the
PA specialist arranges with the chief personnel
management NCO to have the Educational Re-
quirements Test administered.

a. If the applicant attains a passing score, fol-
lows tb« procedure, in paragraph 3. Inclxides a
statement as to the test results in the application.

b. If the applicant does not attain a passing
score, prepares an indorsement returning tho
application to the appropriate commander. In-
forms the commander that the officer may retake
the test 6 mouths from the date of the first test,
and that if at that time a passing score is attained,
the application may be resubmitted. See AR
601-100 for 2d and 3d retests.

c. Forwards the application with the 201 file to
the chief PA NCO for review.

5. Upon receipt of an application for appoint-
ment and the 201 file from the PA specialist, the
chief PA NCO—

a. Reviews and gives to the Chief, Personnel
Action Branch for review, signature and dispatch.

6. Returns the 201 file to the records clerk.
6. The, Chief, Personnel Action Branch reviews,

signs, and dispatches the application to the next
higher headquarters, or returns it to the appro-
priate commander, as applicable.
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C 1, AR 600-16

PROCEDURE 4-3
PROCESSING APPLICATIONS FOR RETIREMENT OF OFFICERS

Reference. AR 635-130.

Procedure
1. When notified that an officer intends to retire,

the personnel action specialist—
a. Obtains the 201 file from the records clerk

and reviews it against the eligibility criteria in
AR 635-130.

6. Initiates action for a medical examination in
accordance with Procedure 4-4.

e. Returns the 201 file to the records clerk,

2. Upon receipt of the report of medical examina-
tion, the PA specialist contacts the appropriate
personnel staff NCO and requests that he arrange
for the officer to visit the Personnel Service Division,

. On the date the officer reports for inter-
view, the PA specialist —

a. Obtains the 201 file from the records clerk.
b. Prepares an application for voluntary retire-

ment in accordance with section V, AR 635 130
by interviewing the officer and reviewing the 201
file

c. Requests the officer to review and sign the
application.

d. Attaches the report of medical examination to
the application and gives it to the officer for delivery
to bis commanding officer for comment and forward-
ing through channels.

e. Forwards a copy of the report of medical
examination (SF 88 and SF 89) to the medical
facility for inclusion in the individual's health
records.

/. Places a copy of the application in the 201 file.
g. Returns the 201 file to the records clerk

through the personnel management specialist as
expected loss notification.

4. Upon return of the application, the PA
specialist—

a. Consults with the Chief, Personnel Action
Branch and obtains a recommendation for the
forwarding indorsement.

b. Prepares the forwarding indorsement addressed
through command channels to The Adjutant
General, ATTN: AGPO-SR, Department of the
Army, Washington, D.C. 20315. Includes the
information required by paragraph 24, AR 635-105
in the indorsement.

c. Forwards the application to the chief personnel
action NCO for review,

5. The chief PA NCO reviews the application
and gives it to the Chief, Personnel Action Branch
for review signature and dispatch.

6. The Chief, Personnel Action Branch reviews,
signs and dispatches to the next higher headquarters.

4-1$
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AR 600-16

PROCEDURE 4-4
NOTIFICATION, FOLLOWUP, AND RECORDING OF MEDICAL EXAMINATIONS

References.

Procedure

AR 40-500; Procedure 11-2-5, AR
600-17.

1. Upon receipt of a DA Form 1049 (fig. 4-4.1)
from the control specialist containing notification
that certain individuals require medical examina-
tions/evaluations (separation, retirement (manda-
tory only), annuals, etc.)i tne personnel action
specialist-

a. Obtains the 201 file from the records clerk.
6. Initiates a Re-port of Medical Kxamination

(SF 88) by typing the information required in items
1 through 5; 7 through 14; and 17 on the form.
Enters (in pencil) the individual's latest recorded
physical profile in item 76.

c. Initiates a Report of Medical History (SF 89)
by typing the information for item 1 on 1 copy of the
form. (This form is not required for periodic
medicals.)

d. Attaches the completed SF 88 and SF 89 to
2 copies of the DA Form 1049, signs and dispatches
to the unit.

e. Places I copy of the DA Form 1049 in the 31-
day suspense file.

/. Returns the 201 file to records clerk.

2. Upon receipt of a request for a special medical
examination, i.e., medical examinations required for
soldiers processing applications for reenlistment,
airborne training, OCS, appointment as commis-
sioned or warrant officers, etc., the PA specialist -

a. Obtains the 201 file from the records clerk.
b. Initiates SF 88 and SF 89 as prescribed in

paragraph 16 and c. Determines the number of
copies of each form required by referring to AR
40-500.

c. Prepares 3 copies of a DA Form 1049 (fig.
4-4.1).

d. Follows the procedure in paragraph Id
through /.

3. When the DA Form 1049 is returned from the
unit, the PA specialist—

a. Verifies that all required medical examinations
have been completed.

6. Removes the duplicate copy of the DA Form
1049 from the 31-day suspervse file and destroys it.

r. If all medical examinations were not com-
pleted, contacts the appropriate personnel start
NCO and requires that he obtain the approximate
date the medical examinations will be completed.
Resuspends the DA Form 1049, as appropriate.

4. If the DA Form 1049 is not returned by the
suspense date, the PA specialist—

a. Contacts the appropriate personnel staff NCO
to ascertain the reason for the delay.

b. Resuspends the duplicate DA Form 1049, as
appropriate.

c. Notifies the chief personnel action NCO when
the reason for noncompliance with the suspense
date is considered unusual.

.">. Upon receipt of the SF 88 and SF 89 from the
Medical Examining Facility, the PA specialist
forwards the forms to the control specialist and
records clerk (in turn) for posting.

6. Upon return of the forms from the records
clerk, the PA specialist—

a. In all cases of normal periodic medical exam-
inations, forwards the SF 88 to the custodian of the
individual's health records. For officers in the grade
of colonel or higher, forwards a copy of the SF
88 to The Adjutant General, ATTN: AGPF-O,
Department of the Army, Washington, D.C.
20310.

6. In all cases of separation or reenlistment
medical examinations, forwards the original copy
of the SF 88 and SF 89 to the records clerk for
inclusion in the 201 file pending the individual's
KTS. Forwards the duplicate copy of the SF 88
and SF 89 to the custodian of the individual's
health records.

c. In all cases of special medical examinations,
withdraws 1 copy of both SF 88 and SF 89 and
forwards to the custodian of the individual's health
records. Forwards the remainder of the forms to
the activity requesting the examination.
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AR 600-16

PERSONNEL ACTION
MR 340-IS)

°*n S-3 Mar 61
20 Jan 61

.! B; i ( * • N;I!

AOPSIH..
lui.Icl—————————————————————

Medical Eraml nation/Evaluation

755*:
Commanding Officer
Co B, 12th Bn, l?th Inf
Fort Miller. Utah

Commanding General
99th Infantry Division
Fort Killer. Utah

1* The Personnel listed below are required to take a medical examination/
evaluation during the period indicated, SF 88 and 89 are attached for each
individual and will be completed as indicated in para 2.

GRACE

SP U
PFC

NAlfi SN NET DATE NLT DATE DATE COMPL

Statzer, Luther 0 RA13965823 Sep 10 Feb 61 2U Fob 61
Taylor, Thomas A US5$127890 Sep 16 Feb 61 2 Mar 61

2. Personnel requiring medical examinations/evaluation will:

a. Complete SF 89 (Report of Medical History) in their own handwriting
I in ink. This form is not required for periodic medicals.
i
I b. In their own handwriting, enter in ink in item 73 of SF 88 (Report

of Medical Examination) statements concerning their health since their last
medical and sign the form*

c* Be informed of the day and time to report for medical examination/
evaluation*

d. Obtain Health Records (DD Fora 722) from the servicing dispensary on
the day scheduled for the examination/evaluation.

e. Heport to building Nr Tli36l» with health records and partially
completed SF 88, and if reo^iired SF 89, for examination.

3» this correspondence will be returned not later than the suspense date,
Unit commanders will enter the date the medical examination/evaluation is
completed in the "Date Corapl" column opposite the individual's name.

KR TEE COMMANDER.

U Incl

^^^^ DTY^^
KEM WHITE
CWO, W-2, USA
Asst Adj Qen

VSI PLAIN fATCM fan CONTINUATION or COtOIB*rS

DA. 2? ..1049 C*O l»* O • M4TH

4-4-1-
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AR 600-16

PROCEDURE 4-5
PROCESSING DISCHARGES (ETS) AND IMMEDIATE REENLISTMENTS

References. AR 601-49, AR 601-210, AR 604-10,
AR 612-22, AR&QQ-200,

AR 640-10, AR 635-5, AR 635-200,
AR 635-205.

Procedure
1. Upon receipt of information from the career

counselor that an individual intends to enlist or
reenlist, the personnel action specialist contacts
the appropriate personnel staff XCO and requests
that arrangements be made to have the individual
report to the Personnel Service Division 7 days, if
possible, prior to his expiration term of service
(ETS) for interview.

2. On the date the individual reports for inter-
view, the PA specialist takes the following actions:

a. Obtains the 201 file from the records clerk, and
the Financial Data Records Folder (FDRF) from
the pay specialist.

b. Reviews the 201 file and the Report of Medical
Examination filed therein, against the criteria in
AR 601-210, and insures that the individual is
eligible for enlistment or reenlistment, as applicable.

c. Prepares 2 copies of a DA Form 2377 (Consoli-
dated Work Sheet for Preparation of Separation
Forms). Interviews the individual and reviews all
available records to complete the form.

O) If cash settlement for accrued leave is
authorized and desired, refers to the
Military Leave Record (DA Form 481), and
determines the number of days accrued
leave for which payment can be made.
Enters in item 43 of the worksheet: "Lump-
sum payment made f o r _ _ _ _ d a y s leave."

(2) If travel allowance by reason of the separa-
tion is authorized, inquires of the individual
whether travel allowance to his home of
record (HOR) or place of enlistment (POE)
is desired. Enters in item 43 on the dupli-
cate copy of the worksheet: "Tvl Alw to
...... (enter HOR or POE as appropriate)
requested."

d. Dismisses the individual with instructions to
return to the Personnel Service Division 2 days prior
to his ETS for final processing.

e. Returns the FDRF and the duplicate copy of
the DA Form 2377 to the pay specialist with an

informal note requesting that appropriate military
pay vouchers be prepared, and that the military
leave records be closed for cash settlement, it
applicable.

3. Prior to the individual's return to the Person-
nel Service Division, the PA specialist—

a. Using the DA Form 2377 and all available
^ecords, prepares the following documents in the
number of copies required by the applicable regula-
tion:

(1) Enlistment Record (DD Form 4) (AR
601-210).

(2) Armed Forces of the United States Report
of Transfer or Discharge (DY) Form 214)
(AR 635-5) (destroys copies not required).

(3) Appropriate discharge certificate (AR 635-
200).

(4) Pertinent statements required by AR
601-210.

(5) Reenlistment Data Card (DA Form 1315)
(AR 601-280).

b. Places all of the documents in the 31-day
suspense file for a date 2 days prior to the individual's
ETS.

c. Prepares a request for orders to effect the dis-
charge and reenlistment. Signs for the Chief,
Personnel Action Branch and forwards it to the
Office Services Unit for publication. (If required by
the Chief, Personnel Action Branch, the request for
orders will be forwarded to the office of the branch
chief, for review, signature and dispatch.)

d. Returns the 201 file to the records clerk.

4. On the date the individual returns to the Per-
sonnel Service Division for final processing, the
PA specialist—

a. Obtains the 201 file from the records clerk.
b. Withdraws the documents from the 31-day

suspense file.
c. Requests the individual to review each docu-

ment to insure its correctness. If discrepancies are
noted, resolves the difference immediately, and
prepares new documents as required.

d. Requests the individual to accomplish a new
Armed Forces Security Questionnaire (DD Form
98). Refers to AR 604-10 and AR 601-210 per-
taining to completion of the questionnaire.
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AR 600-16

e. Attaches the following documents to the
original copy of the DD Form 4:

(1) Statements required by AR 601-210.
(Also attaches a copy of these statements
to the duplicate copy of the DD Form 4.)

(2) Report of Medical Examination (SF 88)
and Report of Medical History (SF 89)
(originals).

(3) Copy number 2 and 3 of DD Form 214.
/. Places all of the documents in an envelope

addressed to the appropriate career counselor.
g. If the individual is reenlisting in a permanent

noncommissioned officer grade, informs him to
present his latest warrant (DD Form 216a) still in
effect to the enlisting officer to place an indorsement
on the reverse of the form continuing the warrant in
force. If the warrant is not available instructs the
individual to report to the personnel staff NCO and
request that a new warrant be issued. See AR
600-200.

h. Gives the envelope containing the documents
to the individual and instructs him to—

(1) Report to the pay specialist to review his
military pay vouchers and complete any
further processing that may be required.

(2) Hand-carry the envelope to the career
counselor who will further instruct him
when and where to report on his enlist-
ment/reenl is t men t date.

i. Obtains the signature and initials of the Chief,
Personnel Action Branch on the DD Form 98, and
places it in the 201 file.

j. If the 201 file contains a Record of Court-
Martial Conviction (DA Fonn20B), attaches an
informal note requesting it be withdrawn on (specify
date) in accordance with AR 640-10, and forwarded
to The Adjutant General, ATTN: AGPF-I, Depart
ment of the Army, Washington, D.C. 20310.
Returns the 201 file to the records clerk.

5. Prior to the date the individual is to enlist or
reenlist, the PA specialist contacts the appropriate
career counselor and requests that he insure that—

a. All documents requiring signature are signed by
the signing authority.

6. The unit is furnished the appropriate copies of
the documents required to be forwarded with the
morning report.

c. The individual is furnished the discharge
certificate and copy number 1 of the DD Form 214.

d. The duplicate copy of the DD Form 4 with
attached statements is forwarded to the appropriate
records clerk for inclusion in the 201 file.

e. The triplicate copy of the DD Form 4 is
dispatched to the ZI army commander or major
oversea commander having jurisdiction over the
division.

/. The new Reenlistment Data Card is given to
the unit commander.

6. Upon receipt of information that an officer or
warrant officer intends to enlist/reenlist, by receipt
of an Enlistment Qualifying Application (Specially
Recruited Personnel) (DA Form 1696-R), the PA
specialist forwards the DA Form 1696-R to the
Personnel Management Branch with a request to
have the officer evaluated in accordance with AR
60O-200.

7. Upon return of the DA Form 1696-R from the
Personnel Management Branch, the PA specialist
obtains the information for the forwarding indorse-
ment from the Chief, Personnel Action Branch—

a. Prepares the forwarding indorsement addressed
through the major commander to the Commanding
Officer, U.S. Army Records Center, ATTN: AGSE,
9700 Page Boulevard St. Louis, Missouri 63132.

6. Attaches any supporting documents to the
application and forwards it to the chief PA NCO for
review.

c. Forwards 1 copy of the DA Form 1696-R and
the indorsement to the records clerk for inclusion in
the 201 file.

8. The chief PA NCO reviews the indorsement and
forwards it to the Chief, Personnel Action Branch
for review, signature and dispatch.

9. The Chief, Personnel Action Branch reviews
the application, signs and dispatches.

10. When the application with a grade and MOS
determination is received from the Department of
the Army, the PA specialist takes action to effect
separation and enlistment/reenlistment.

4-22

ZapataMP
Pencil

ZapataMP
Pencil



AR 600-16

PROCEDURE 4-6
PREPARATION OF SEPARATION DOCUMENTS PRIOR TO TRANSFER

ACTIVITY PROCESSING

References. AR 606-5, AR 612-22, AR 635-5.

Procedure
1. Upon receipt of information that an individual

is to be separated from the service and does not
intend to enlist or reenlist, the personnel action
specialist—

a. Obtains the 201 file from the records clerk and
the Financial Data Records Folder (FDRF) from
the pay specialist.

b. Initiates action for a medical examination in
accordance with Procedure 4r-4 if the individual is
being separated for a reason other than normal
ETS.

c. Refers to AR 612-22 and initiates and com-
pletes the appropriate separation forms required to

U* completed prior to transfer activity processing.
(If necessary, contacts the appropriate personnel
staff NCO and arranges for the individual to visit
the Personnel Service Division for completion of
the forms.)

d. Obtains the necessary signature on the forms.

e. Places all the forms in the 201 file and returns
it to the records clerk. Returns the FDRF to the
pay specialist.

2. If the Personnel Service Division is responsible
for transfer processing, the PA specialist will accom-
lish additional separation documents as required by
the appropriate discharge regulation and AR 635-5
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AR 600-16
PROCEDURE 4-7

PROCESSING REQUESTS FOR HARDSHIP OR DEPENDENCY SEPARATION

References. Procedure 11-2-10, AR 600-17, AR
635-207.

Procedure
1. Upon receipt of an Application for Separation-

Hardship or Dependency (DA Form 2476), the
personnel action specialist—

a. Obtains the 201 file from the records clerk and
the Financial Data Records Folder (FDRF) from
the pay specialist.

b. Reviews the 201 file and the FDRF against
the criteria in AR 635 207 and insures that the re-
quired supporting evidence is furnished with tho
request.

c. Contacts the appropriate personnel staff NCO
if additional information and 'or evidence is re-
quired, or returns the request to the unit, as appro-
priate.

2. If the request is administratively correct for
processing, the PA specialist considers carefully the
facts upon which the request is based and- -

a. Procures any additional information that may
be necessary to determine the validity of the re-
quest. Services of the American National Red
Cross may be used for this purpose.

b. If the individual was inducted under the Uni-
versal Military Training and Service Act or is
serving on an initial enlistment, and the request does
not contain conclusive evidence upon which to base
a clear-cut decision, prepares a letter in accordance
with AR 635-207, forwarding the request and sup-
porting evidence to the Director of Selective Service
of the State in which the individual's local board of
jurisdiction i.s located. Attaches the request to the
letter and forwards both to the chief PA NCO for
review.

c. Places the request, or a copy of the request, to-
gether with a copy of the letter (b above), as appro-
priate, in the 31-day suspense file pending receipt of
information, if required.

3. When requested information (par. 2) is re-
ceived, or if no additional information is required to
process the request, the PA specialist consults with
the Chief, Personnel Action Branch and obtains a

decision as to whether the request is to be approved
or disapproved.

4. If the decision is to disapprove the application,
the PA specialist—

a. Prepares an indorsement to include the reason
for disapproval.

b. Obtains the signature of the Chief, Personnel
Action Branch.

c. Files the application in the 201 file and returns
it to the records clerk. Returns the FDRF to the
pay -specialist.

d. Prepares a letter addressed to the u n i t com-
mander informing him of the action and requesting
that the individual be. informed. Forwards the
letter to the chief PA NCO for review.

5. If the decision is to approve the request, the
PA specialist—

a. Prepares an indorsement approving the ap-
plication.

b. Obtains the signature of the Chief , Personnel
Action Branch.

r. Prepares a request for orders lo effect the
separation and forwards it to the chief PA NCO for
review.

d. Files the request in the 201 file and returns it
to the records clerk through the Personnel Manage-
ment Branch as expected loss notif icat ion.

c Repeats the procedure in paragraph 4d, and
includes the date established for separation.

/. Ini t ia tes action for a medical examina t ion in
accordance wi th Procedure 4-4.

g. Prepares the appropriate separation documents
as prescribed in Procedure 4-6.

G. Upon receipt of the above mentioned docu-
ments from the PA specialist, the chief PA NCO—

a. Reviews all of the documents for completeness.
b. Signs the request for orders and dispatches

it to the Office Services Unit for publication.
c. Gives the letter(s) to the Chief, Personnel

Action Branch for review, signature and dispatch
to the appropriate addressee(s).

7. The Chief, Personnel Action Branch reviews,
signs and dispatches.
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C 1. AR 600-26

PROCEDURE 4-8
PROCESSING RECOMMENDATIONS AND BOARD PROCEEDINGS INITIATED

UNDER AR 635-209 (UNSUTTABILITY)

References.

Procedure

Procedure 10-2-5 and 11-2-9, AR
600-17; AR 635-209.

1. Upon receipt of approved board proceedings,
or the recommendation for board proceedings (the
latter will be received only if the convening authority
directs transfer to a new unit in lieu of board action)
from the convening authority, the personnel action
specialist takes the following actions:

o. Obtains the 201 file from the records clerk.
b. Reviews the case against the criteria in AR

635-209.
c. Processes the case in accordance with para-

graph 1 c( 1), Procedure 4-10 if the convening
authority directed transfer to & new unit in lieu
of board action.

d. If the final action is to retain the individual in
the service—

(1) Returns the 201 file together with the
original copy of the case and a copy of
each inclosure to the records clerk.

(2) Forwards a copy of the medical reports to
the medical facility for inclusion in the
individual's health records.

(3) Forwards a copy of the case and a copy
of each inclosure to the central files in
the Office Services Unit.

«. If the final action is to refer the case to a board
of officers convened under AR 635-208, processes
the case in accordance with Procedure 4-10.

/. If the final action is to discharge the individual
because of unfitness and the case involves an excep-
tion in paragraph 4, AR 635-209—

(1) Prepares an indorsement addressed to
The Adjutant General, ATTN: AGPO-
XD, Department of the Army, Washing-

ton, D.C. 20315, forwarding the pro-
ceedings for final determination.

(2) Forwards the case and the 201 file to the
chief PA NCO for review.

(3) If the individual has completed 19^ years
of active Federal service, prepares a letter
addressed to the individual affording him
an opportunity for retirement on comple-
tion of 20 years active Federal service.

If the final action is to discharge the indi-
vidual, and i f /above does not apply—

(1) Initiates action for a medical examination
in accordance with Procedure 4-4.

(2) Consults with the Chief, Personnel Action
Branch and obtains the date the individual
will be discharged.

(3) Prepares a request for orders effecting
discharge and forwards it to the chief PA
NCO for review.

(4) Prepares appropriate separation documents
in accordance with Procedure 4-6, except
that the type of discharge certificate to be
furnished will be that which is directed by
the convening authority.

(5) Returns the 201 file to the records clerk.
A. Upon return of cases mentioned in/(I) above,

takes appropriate action in accordance with these
procedures.

2. Upon receipt of the documents and 201 file
mentioned above, the chief PA NCO—

a. Reviews and forwards to the Chief, Personnel
Action Branch for review, signature and dispatch.

b. Returns the 201 file to the records clerk.

3. The Chief, Personnel Action Branch reviews
the documents, signs and dispatches to the appro-
priate addressee.
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PROCEDURE 4-9
PROCESSING RECOMMENDATIONS FOR DISCHARGE BECAUSE OF MISCONDUCT

Reference. AR 635-206.

Procedure
I. Upon receipt of a recommendation from a unit

to discharge an individual because of misconduct,
the personnel action specialist—

o. Obtains the, 201 file and reviews the recom-
mendation against the criteria in AR 635-200.

6. Obtains missing data by contacting the appro-
priate personnel staff NCO, or returning the recom-
mendation to the unit , as appropriate.

2. If the recommendation does not- meet the cri-
teria in AR 635-206, the PA specialist consults with
the Chief, Personnel Action Branch—

a. Prepares an indorsement disapproving the
recommendation, or directing other action, as
appropriate.

b. Forwards the 201 file and the case to the
chief personnel action XCO for review,

3. If the recommendation meets the criteria in
AR 635-200", the PA specialist proceeds in accord-
ance with the appropriate section of the regulation.

a. If referral to a board of officers of The Adjutant
General is not necessary, the PA specialist sseer-
tains from the Chief, Personnel Action Branch the
type of discharge certificate to be furnished, and
prepares the appropriate separation documents in
accordance with Procedure 4 6.

6. If referral to a hoard of officers or The A d j u t a n t
Genera! is required, prepares an indorsement for-
warding the recommendation. (If referred to The
Adjutant General, see AR 035-206. and include a
recommendation us to the type of discharge certif-
icate to be funished.) Forwards the 201 file and
the case to the chief PA NCO for review.

4. Upon return of the case from a board of officers
and referral to The Adjutant General is not neces-

sary, the PA specialist takes the action prescribed
in paragraph 2 or 3a, as appropriate.

IS. If referral to The Adjutant General is required,
the PA specialist prepares an' indorsement trans-
mitting the case, and includes a recommendation
obtained from the Chief, Personnel Action Branch
as to the type of discharge certificate to be fur-
nished. Forwards the case to the chief PA NCO
for review,

(>, Upon receipt of the case from the PA specialist,
the chief PA NCO reviews and takes (he following
actions:

a. If the ease is referred to a board of officers, and
the individual does not waive the right to appear -

(J) Notifies the president of the board of the
case, and obtains the date, time, and place
the board will convene.

(2) Notifies the appropriate personnel staff
NCO when and where the individual is to
report.

(3) Places a note in the 31-day suspense file
that the individual's 201 file is to be for-
warded to the president of the board on
the specified date.

(-1) Posts the worksheet report (Procedure 4-
13) if board action is waived by the com-
mander exercising discharge author i ty , and
forwards the case to the Chief, Personnel
Action Branch for review, signature and
dispatch.

6. If the recommendation is disapproved, or is
to l>e referred to The Adju tan t General, reviews and
forwards to the Chief. Personnel Action Branch for
review, signature and dispatch.

7. The Chief, Personnel Action Branch reviews,
signs and dispatches to the appropriate addressee.
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PROCEDURE 4-10
PROCESSING RECOMMENDATION FOR DISCHARGE BECAUSE OF UNFITNESS

References.

Procedure

Procedures JO-2-4 and 11-2-8, AR
600-17; AR 635-208.

1. Upon receipt of a recommendation, or approved
board proceedings (AR 035-209) referring the case
to a board convened under AH (KJ5-208 the person-
nel action specialist—

a. Obtains (he 201 file from the records clerk and
determines if the—

(1) Proposed action meets (he criteria in AR
635-208.

(2) Commanding officer's report and applicable
statements by the individual are included.

(3) Medical evidence required is included.
b. Obtains missing data, when required, by con-

tacting the appropriate personnel staff NCO, or
returning (he case to (he uni t , «s appropriate.

c. Reviews (he recommendation and determines
if an intermediate commander disapproved the
recommendation and directed that (he individual
be transferred io a new unit . If the recommendation
was disapproved and transfer directed, takes the
following actions:

(1) Forwards a copy of the recommendation
to the appropriate personnel management
specialist together with an informal request
to transfer the individual and notify the
Personnel Action Branch of the new unit
of assignment.

(2) Returns the 201 file together with the
original copy of the recommendation to
records clerk.

(3) Forwards a copy of the medical reports to
the medical facility for inclusion in the
individual's health records.

(4) Forwards a copy of the recommendation
to include a copy of each inclosure to the
central files in the Office Services Unit.

(5) Forwards a copy of the commanding offi-
cer's report to the new unit commander
when notified by the Personnel Manage-
ment Branch that the transfer has been
effected.

d. If the recommendation was approved by inter-
mediate commanders and forwarded for action under
AR 635-208, delivers the 201 file and the recommen-
dation to the Chief, Personnel Action Branch and

consults with him to obtain a determination con-
cerning the disposition of the case.

2. Upon receipt of the recommendation, the
Chief, Personnel Action Branch—

a. Reviews the case and determines disposition if
he has teen delegated this authority.

b. Recommends a disposition of the case to the
convening authority, or a delegated authority, if
he has not been delegated this authority.

c. Informs the PA specialist of the determination
reached in either a or 6 above, and directs appro-
priate action.

3. If the determination is to direct action under
AR 635-209, the PA specialist—

a. Prepares an indorsement returning the case to
the appropriate commander directing such action.

b. Forwards the case to the chief personnel
action NCO for review.

c. Returns the 201 file to the records clerk.

4. If the determination is to transfer the individual
to another unit, the PA specialist follows the pro-
cedure in paragraph Ir and prepares a letter to the
individual's unit commander indicating the action
and requesting that the individual be informed.
Forwards the letter to the Chief, Personnel Action
Branch for review.

5. If the determination is to convene ft board of
officers to determine whether the individual should
be discharged, the PA specialist—

a. Prepares an indorsement to the recommenda-
tion referring the case to a board of officers to be
convened under AR 635-208.

6. Forwards the case and the 201 file to the chief
PA NCO for review.

6. If the individual has waived his right to a
hearing by a board of officers and the determination
is to direct discharge because of unfitness or un-
suitability, the PA specialist—

a. Consults the Chief, Personnel Action Branch
concerning the type of discharge certificate to be
issued and the date the individual will be discharged.

ifb. Prepares the appropriate separation docu-
ments in accordance with Procedure 4-6. See para-
graph 4, AR 635-208 and AR 635-209 for individ-
uals listed as exceptions to this action at this time.
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c. If the individual is not an exception (6 above)—
(1) Prepares a request for orders to effect

discharge, and forwards it to the chief PA
NCO for review.

(2) Returns the 201 file and the case to the
records clerk through the appropriate PM
specialist as expected loss notification.

d. If the individual is an exception (6 above),
prepares an indorsement forwarding vhe case to
The Adjutant General (TAG), ATTN: AOPO-XD,
Department of the Army, Washington, D.C.
20315 for final determination. Includes the de-
termination to discharge the individual and the
type of discharge recommended, as a recommenda-
tion to the case, and forwards it to the chief PA
NCO for review.

e. If the individual has completed 19J4 years
active Federal sen-ice, prepares a letter addressed
to the individual affording him the opportunity to
apply for retirement on completion of 20 years
active Federal service.

/. Prepares a request for orders to reduce the
individual to the lowest enlisted grade, if not
serving in that grade, when being discharged
because of unfitness. Forwards the. request to the
chief PA NCO for review.

7. Upon receipt of the above mentioned docu-
ments, the chief, PA NCO—

a. Reviews the letter to the unit commander or
the individual, when applicable, and forwards it
to the Chief, Personnel Action Branch for review,
signature and dispatch.

6. Reviews the request for orders (ordering
discharge and reduction, when applicable) and
forwards it to the Chief, Personnel Action Branch
for review, signature and dispatch.

c. If paragraph 5 applies —
(1) Notifies the president of the board of the

case and obtains the date, time, and
place the board will convene.

(2) Notifies the appropriate personnel staff
NCO of the date, time, and place the
individual is to report.

(3) Places a note in the 31-day suspense file
that the individual's 201 file is to be
forwarded to the president of the board
on the specified date.

(4) Forwards the case to the Chief, Personnel
Action Branch for review, signature and
dispatch.

d. If paragraph 3 or 6d applies, reviews the case
and forwards it to the Chief, Personnel Action
Branch for review, signature and dispatch.

8. Upon receipt of the above mentioned docu-
ments, the Chief, Personnel Action Branch reviews,
signs and dispatches to the appropriate, addressee.

9. Upon receipt of the case from the president of
the board (if processed under AR 035-208), the PA
specialist delivers the case to the Chief, Personnel
Action Branch to obtain a determination concerning
the final disposition. If the case was referred to
and processed by a board convened under AR
(135-209, processes the case in accordance with
Procedure 4-8.

10. Upon receipt of the processed case, the
Chief, Personnel Action Branch follows the pro-
cedure in paragraph 2.

11. If the determination is to retain the individual
in the service, the PA specialist —

a. Prepares a letter to the individual's unit
commander indicating the final action and request-
ing that the. individual be informed. Forwards the
letter to the chief PA NCO for review.

6. Disposes of the case and the 210 file in the
same manner as prescribed in paragraph lc(2),
(3), and (4)

12. If the determination is to discharge the
individual either for unfitness or unsuitability, the
PA specialist follows the procedure in paragraph 6.

13. Upon receipt of the documents mentioned in
paragraph 11 or 12, or the case when it is to be
referred to TAG, the chief PA NCO reviews for
completeness and forwards to the Chief, Personnel
Action Branch for review, signature and dispatch.

14. Upon receipt of the above documents, the
Chief, Personnel Action Branch reviews, signs and
dispatches to tbe appropriate addressee.

15. When any of the above actions direct an
undesirable discharge, or if the case involves an
individual who is an exception (par. 66), regardless
of the character of discharge, the Chief, Personnel
Action Branch will obtain the signature of the
convening authority to the document prior to
processing.
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PROCEDURE 4-11
PROCESSING REQUESTS FOR DISCHARGE AND RELEASE FROM ACTIVE DUTY-

CONVENIENCE OF THE GOVERNMENT

References. Procedures 11-2-1 and 11-2-2, AR
600-17; AR 635-205.

Procedure
1. Upon receipt of an application for discharge or

release from active duty for convenience of the
Government, the personnel action specialist—

o. Obtains the 201 file from the records clerk.
b. Reviews the application and determines the

specific reason on which the request i& based.
c. Screens the application against the appropriate

paragraphs in AR 635-205 and insures that—
(1) The individual meeta the criteria required

for the reason separation is being requested.
(2) The application is administratively correct

and contains all required information to
include supporting documents and/or evi-
dence required to accompany the applica-
tion.

d. Contacts the appropriate personnel staff NCO
if additional information, documents or evidence is
needed, or returns the application to the unit, as
appropriate.

e. If the individual does not meet the criteria in
AR 635-205, and it is not necessary to refer the
application to The Adjutant General- -

(1) Prepares a comment addressed to the
individual's unit commander disapproving
the application and giving the reason there-
for.

(2) Forwards the application together with the
'201 file to the chief personnel action NCO
for review.

/. If the individual meets the criteria in AR
635-205, takes one of the following actions:

(1) If the application must be acted on by
The Adjutant General- -

(a) Consults with the Chief, Personnel
Action Branch to obtain a recommenda-
tion.

(6) Prepares a forwarding comment ad-
dressed to The Adjutant General, ATTN:
AGPO-XD, Department of the Army,
Washington, D.C. 20315. Includes
the required assignment information.

(c) Forwards the application together with
the 201 file to the chief PA NCO for
review.

(2) Prepares a forwarding comment addressed
to the Director, Selective Service System,
Washington, D.C. 20435, requesting his
recommendation, if the request is from an
individual who claims that prior to in-
duction he was denied a procedural right,
as provided by the Universal Military
Training and Selective Service Act, and as a
result he was erroneously inducted. For-
wards the application together with the
201 file to the chief PA NCO for review.

(3) If paragraph 1/(1) or (2) does not apply—
(a) Consults with the Chief, Personnel Ac-

tion Branch and obtains the date the
individual will be separated.

(6) Prepares a comment approving the
application.

(c) Obtains the signature of the Chief,
Personnel Action Branch.

(d) Prepares a request for orders effecting
separation or release from active duty,
and forwards it to the chief PA NCO for
review.

(e) Files the application in the 201 file and
returns it to the records clerk through
the appropriate personnel management
specialist as expected loss notification.

(/) Prepares a letter addressed to the
individual's unit commander informing
him of the action to include the date
established for separation or release from
active duty, and requesting that the
applicant be notified.

(g) Prepares the appropriate separation
documents in accordance with Procedure
4-6, except that the discharge certificate
to be issued will be based on the indi-
vidual's character of service rendered.

2. When paragraph 1/{1) or (2) applies, the PA
specialist takes the following actions upon return
of the application:

a. Follows the procedure in paragraph l/(3) if
separation is directed.
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AR 600-16

fc. If an action other than separation or release
from active duty is directed—•

(1) Prepares a letter addressed to the individ-
ual's unit commander informing him of
the action and requesting that he notify
the individual.

(2) Forwards the letter to the chief PA NCO
for review.

(3) Forwards the application to the records
clerk for inclusion in tbe 201 file.

3. Upon receipt of the above mentioned docu-
ments from the PA specialist, the chief PA NCO
reviews each, as applicable.

a. Signs the request for orders and dispatches it
to the Office Services Unit.

6. Gives the letter(s) and/or application to the
Chief, Personnel Action Branch for review, signa-
ture and dispatch.

c. Returns tbe 201 file to the records clerk.

4. The Chief, Personnel Action Branch reviews
the documents, signs and dispatches to the appro-
priate addressee (s).
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AR 600-16
PROCEDURE 4-12

PROCESSING APPLICATIONS FOR RETIREMENT OF ENLISTED PERSONNEL

References. AR 601-210, Alt 614-30, AR 635-
130, AR 635-200, AR G35-230.

Procedure
1. Tho personnel action specialist will receive

notification from the following sources that an
enlisted man intends to retire:

a. Information received from the individual's
unit.

b. Direct notification by the individual con-
cerned.

c. Notification from the Personnel Management
Branch that an individual intends to retire under
the provisions of paragraph 10c, AR 635-230.

d. Suspense notification from the control spe-
cialist indicating mandatory retirements.

2. When notified by one of the above means that
an enlisted man intends to retire, or must be re-
tired, the PA specialist—

a. Obtains tho 201 file from the records clerk.
b. Screens the 201 file and determines if- —

(1) The individual meets the eligibility cri-
teria in AR 635-230.

(2) The individual's ETS is prior to his date
of retirement.

(3) The individual is eligible to retire under
the provisions of AR 635-330.

c. If 2>(2) above applies, contacts the appro-
priate f>ersonnel staff NCO and requests that ho
inform the individual that prior to submitting on
application for retirement, lie mast—

(1) Request extension of his enlistment or
reenlistment under the provisions of AR
601-210, or

(2) Request retention under the provisions
of paragraph 14A, AR 635-200 in cases
where he is not eligible for extension of
his enlistment.

a*. Tf 5(3) above applies, processes the individ-
ual in accordance with Procedure 4^3.

e. If the individual meets the criteria in AR
G35-230 and &(2) or &(3) above does not apply,
contacts the appropriate personnel staff NCO and
arranges for the individual to report to the Per-
sonnel Action Branch with his personal copies of
enlistment/separation documents and other docu-
mentary evidence of service, if appropriate.

/. Tabs the 201 file to indicate that tho individual

intends to retire and returns it to the records clerk.
3. On the date the individual reports to the Per-

sonnel Action Branch the PA specialist—
a. Obtains the 201 file from the records clerk.
Z>. Prepares 3 copies of an Application for Re-

tirement (DA Form 2339), and prepares a request
for transfer to the Retired Reserve if the indi-
vidual is retiring with 20 but less than 30 years
service. Obtains the information to prepare tho
application as follows:

(1) Interviews the individual.
(2) Reviews the 201 file.
(3) Reviews the records and/or documents in

the individual's possession.
(4) Obtains information from the individ-

ual's memory if it is not available in the
201 file and if the individual has no rec-
ords or documents to supply certain
needed information.

(5) Refers to AR 635-230 to obtain informa-
tion on—

(a) Details for completing the form.
(b) Statements required to be included on

the application.
(c) Documents required to verify service in

addition to Army service, and the
sources to obtain this verification if the
documents are not available.

(d) The wording of the request for trans-
fer to the Retired Reserve.

c. Requests the individual to review and sign the
application and the request for transfer to the Re-
tired Reserve, if applicable.

d. Prepares a memo routing slip addressed to
the individual's unit commander requesting he
sign the application and return it to the Personnel
Service Division.

e. Attaches the memo routing slip to the appli-
cution and gives it to the individual with instruc-
tions to hand-carry the application to his unit
commander for signature and forwarding.

4. Upon completion of the actions in paragraph
3, the PA specialist—

a. If the documents in paragraph 3&(5, (c) are
required but not available, prepares a request for
verification of service and forwards it to the chief
PA NCO for review.
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C % AR 600-16
b. Initiates action for a medical examination in

accordance with Procedure 4-4.
c. Suspends the 201 file pending return of the

application for retirement, medical examination
and documents verifying service, if requested.

5. Upon return of the documents (para, 4c) the
PA specialist—

a. Withdraws the 201 file from the 31-day sus-
pense file.

5. Prepares the application for the signature of
the Chief, Personnel Action Branch.

c. Attaches the medical examination and the
documents verifying service, if applicable, to the
application and forwards it to the chief PA NCO
for review.

d. Places 1 copy of the application, less the
inclosures, in the 201 file and returns it to the
records clerk through the appropriate personnel
management specialist as expected loss notification.

e. Forwards a copy of the Report of Medical
Examination (SF 88) and a copy of the report of
Medical History (SF 89) to the appropriate med-
ical facility for inclusion with the individual's
health, records.

/. Notifies the control specialist of the completed

action if notification to initiate retirement proce-
dures was received by suspense notification.

6. When the chief PA NCO receives an applica-
tion for retirement from the PA specialist he
reviews it for completeness and forwards it to the
Chief, Personnel Action Branch for review, signa-
ture and dispatch.

^•7. Tbe Chief, Personnel Action Branch re-
views, signs and dispatches to The Adjutant Gen-
eral, ATTN: AOPO-XS, Department of the
Army, Washington, D.C. 20315, direct or through
channels, as required by the major commander,
except that all applications submitted as an ex-
ception to paragraph 10, AR G35-230 will be for-
warded through the major commanders concerned.

8. The PA g{>eciaUst processes applications for
retirement submitted under the provisions of para-
graph 10<7, AR G35-230 as above, providing the
application can be processed in time to arrive in
Headquarters, Department of the Army, within
30 days after receipt of alert or assignment orders,
whichever is earlier.

9. Upon receipt of orders directing retirement,
the PA specialist takes action in accordance with
Procedure 4-6 to prepare the appropriate separa-
tion documents.
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C 1, AR 600-16

^PROCEDURE 4-13

RECORDING AND REPORTING OF WAIVERS OF BOARD ACTION

Reference. AR 635-200
Procedure

1. The chief personnel action NCO prepares a
waiver of board action report (RCS AG-422)
once each fiscal year on a date established by the
major commander. In order to maintain current
and complete data to prepare the report a work-
sheet is maintained to record the number of cases
in which board action was waived and undesirable
discharge was directed. The worksheet will
indicate—

a. Totals, by authority for discharge, of cases
directing undesirable discharge under provisions of
AR 635-89, AR 635-206, AR 635-208, and AR
635-220 resulting from acceptance of resignations
from individuals who waived consideration by a
board, and

b. The number of cases directing undesirable

discharge under provisions of AR 635-206 in
which board action was waived by the division
commander.

2. Upon receipt of a case directing undesirable
discharge, the chief personnel action NCO deter-
mines if the action should be included in the report,
and, if appropriate, posts the worksheet to indicate
the category of the case (para. 1 a and 6).

3. Using the worksheet posted as above, the
chief personnel action NCO prepares the report by
totaling the number of cases in each category for
the period of the report.

o. Forwards tho completed report to the chief,
personnel action branch for review, signature, and
dispatch.

b. Retains a copy of the report for reference.
4. The Chief, Personnel Action Branch reviews,

signs, and dispatches the report through channels
to the major commander.
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PROCEDURE 4-14
EXTENSIONS OF ENLISTMENT—REGULAR ARMY ENLISTED PERSONNEL

References. Procedure 11-2-3, AR 600-17; AR
601-210.

Procedure
1. Upon receipt of a request from a unit, the

personnel action specialist—
a. Obtains the 201 file from the records clerk.
6. Reviews the request with the 201 file and the

criteria in AR 601-210.
c. If the individual is ineligible for extension of his

enlistment, or is eligible, but is required to sign a
statement of intent to reenlist in addition to ex-
tending his enlistment—

(1) Prepares a comment returning the request
to the unit and giving the reason for in-
eligibility. In cases where a statement of
intent to reenlist is required in addition to
the extension of enlistment, requires the
individual to acknowledge, by return
comment to the original request, that he
is aware of this requirement.

(2) Forwards the request and the 201 file to
the chief personnel action XCO for review.

d. If the individual is eligible for extension [of
his enlistment and, when appropriate, has indicated
that he is aware that he must sign a statement of
intent to reenlisi in addition to extending his enlist-
ment—

(1) Prepares an Oath of Extension of Enlist-
ment (DA Form Jo'95) in duplicate.
Leaves the date of execution blank. Re-
fers to AH 601-210 for prior action re-
quired on individuals under 18 years of
age.

(2) Prepares a statement of intent to reenlist
in duplicate, if applicable. Leaves the
date of execution blank.

(3) Prepares a comment returning the request
to the unit commander with instructions
to—

(a) Have the oath of extension executed in
duplicate by the individual and sworn
to before a commissioned officer author-
ized to administer oaths.

(b) Have the statement of intent to reenlist,
if applicable, executed in duplicate by
the individual and witnessed by a com-
missioned officer.

(c) Attach both copies of the oath of exten-
sion and statement of intent to reenlist
to the morning report on the specified
date.

(4) Attaches both copies of the oath of ex-
tension and the statement of intent to
reenlist to the request, and forwards it
together with the 201 file to the chief PA
NCO for review.

(5) Forwards a copy of the request to the
reports clerk to insure that the proper
morning re.port entry is made on the
specified date. Attaches an informal
note requesting that the duplicate copy
of the oath of extension and the statement
of in ten t to reenlist be wi thdrawn from
the morning report and forwarded to the
records clerk for inclusion in the 201 file.

2. Upon receipt of the request and the 201 file
from the PA specialist, the chief PA NCO- -

a. Reviews the request for correctness and
forwards it to the Chief, Personnel Action Branch
for review, signature and dispatch.

b. Returns the 201 file to the records clerk.

3. The Chief, Personnel Action Branch reviews,
signs and dispatches to the unit.
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PROCEDURE 4-15

EXTENSIONS OF CURRENT PERIODS OF ACTIVE DUTY—ENLISTED PERSONNEL OF
THE ARMY OF THE UNITED STATES

•^References. Procedure 11-2-3, AR 600-17; AR
601-49; AR 601-210; AR 635-5.

Procedure
1. Upon receipt of a request for extension of

active duty from a unit, the personnel action
specialist—

a. Obtains the 201 file from the records clerk.
if'b. Reviews the request with the 201 file and

against, the criteria in AR 601-210.
2. If the individual is not eligible or does not

meet the criteria, the PA specialist—
fl. Prepares a comment returning tho request to

the unit and stating the reason for ineligibility or
failure to meet the criteria.

b. Forwards the request and the 201 file to the
chief personnel action XCO for review.

3. If the individual is eligible and meets the
criteria, the. PA specialist—

a. Prepares a comment to the individual's unit
commander approving the request, and specifying
that the individual will be released from active
duty, transferred to the Army Reserve on (specify
date) and ordered to active duty as a reservist and
remain assigned to his present unit.

b. Forwards the request and 201 file to the chief
PA NCO for review. Requests the chief PA NCO
to return the 201 file immediately after review.

4. Upon receipt of the request and 201 file from
the PA specialist, the chief PA NCO—

a. Reviews the request and forwards it to tho
Chief, Personnel Action Branch for review, signa-
ture, and dispatch to the unit

5. Returns the 201 file to the PA specialist for
preparation of the required separation documents,
or returns it to the records clerk in the case of
disapproved requests.

5. The Chief, Personnel Action Branch reviews
the request., signs, and dispatches.

C. Upon return of the 201 file from the chief
PA NCO, the PA specialist—

a. Prepares a request for orders effecting the
separation and transfer to the Army Reserve and
forwards it to the chief PA XCO for review.

6. Prepares an Armed Forces of the United

States Report of Transfer or Discharge (DD Form
214). (See sec. Ill, AR 635-5 for details on
completing the form.)

c. Places the DD Form 214 in the 31-day sus-
pense file pending the separation date.

d- Prepares an informal note indicating the in-
tended action and forwards it to the pay specialist,

e. Places a copy of the approved request in the
201 file—

•^•(1) Attaches an informal note indicating
that the remarks required by paragraph
38, AR 601-210 must be entered in the

_____soldier's DA Form 20 A
(2) Forwards the file to the records clerk.

/. Contacts the appropriate personnel staff
NCO and requests that he arrange for the indi-
vidual to report to the Personnel Action Branch
on the separation date.

7- Upon receipt of the request for orders, the
chief PA NCO reviews, signs, and dispatches to
the Office Services Unit for publication.

8. On tho date of separation and when the in-
dividual reports, the PA specialist—

a. Removes the DD Form 214 from the 31-day
suspense file.

&. Requests the individual to review the form
and corrects discrepancies noted during the re-
view, or remakes the form, as appropriate.

c. Escorts the individual to the Chief, Person-
nel Action Branch.

d. Requests the individual to sign the DD Form
214 and obtains the signature of the Chief, Per-
sonnel Action Branch.

e. Gives the original (No. 1) copy of the DD
Form 214 to the individual and dismisses him.

/. Attaches a copy of the separation orders to
the No. 2 and No. 3 copies of the DD Form 214
and forwards them to the reports clerk for attach-
ment to the morning report which records the
separation and reentry remark.

g. Refers to AR 601-49 and prepares a Notifica-
tion of Entry into Active Military Service (DD
Form 53)—

i. (Qualification Record).
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C 2, AR 600-16

(1) Obtains the signature of the Chief, Per-
sonnel Action Branch in item 12 of the
form.

Tl»r(2) Mails the completed form to tho State
Director of Selective Service for the State
having jurisdiction over the individual's
local board as shown in item 3 of the
form. If the information is not available,

mails the form to the State Director of
Selective Service for tho State of home
address as shown in item 4.

jVofe. A form containing a home address
outside of the Cnlted States, Puerto Rico, tlie
Virgin Islanda, Guam, or the Canal Zone which
cannot be identified with a local board of juris-
diction will be forwarded to the Director of
Selective Services, Washington, D.C., 20-130.
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C 1, AR 600-16

PROCEDURE 4-16
REQUESTS FOR EXTENSION OF PERIODS OF ACTIVE DUTY-

US ARMY RESERVE ENLISTED PERSONNEL

References. AR 140-111; Procedure 11-2-3, AR
600-17; AR 601-210.

Procedure
1. Upon receipt of a request from a unit, the

personnel action specialist—
a. Obtains the 201 file from the records clerk.
6. Reviews the request with the 201 file and against

the criteria in AR 601 210.
2. If the individual is ineligible or fails to meet

the criteria, the PA specialist—
a. Prepares a comment returning the request and

giving tho reason for inelipibility or failure to moet
the criteria.

b. Forwards the request and the 201 file to the
chief personnel action NCO for review.

3. If the individual i? eligible, meets the criteria
and has sufficient time remaining in his current
enlistment to cover the additional duty tour, the
PA specialist—

a. Prepares a comment to the individual's unit
commander approving the request and stating that
appropriate orders will be issued.

b. Prepares a request for orders (sec par. 8. AR
601-210).

c. Places a copy of the approved request in the
201 file.

d. Forwards the request for extension, request for
orders, and 201 file to the chief PA NCO for review.

4. If the individual is eligible and meets the
criteria but does not have sufficient time remaining
in his current enlistment to cover the additional
active duty tour, the PA specialist—

a. Insures that the request contains a request for
concurrent extension of the soldier's enlistment.

6. Prepares a request for orders (see par. 8, AR
601-210).

c. Prepares an Oath of Extension of Enlistment
(DA Form 1695) appropriately modified, in dupli-
cate. Leaves the date of execution blank.

d. Prepares a comment to the individual's unit
commander approving the request and containing
instructions to—

(1) Have the Oath of Extension of Enlistment
executed in duplicate by the individual and
sworn to before a commissioned officer
authorized to administer oaths.

(2) Inform the individual that orders will be
issued extending his active duty tour con-
current with the extension of his enlist-
ment.

(3) Make the appropriate entry on the morning
report reflecting the extension on the date
the action is accomplished and attach
both copies of the DA Form 1695 to the
morning report.

e. Forwards a copy of the request to the reports
clerk to insure that the proper morning report
entry is made on the specified date. Attaches an
informal note requesting the duplicate copy of the
DA Form 1695 be withdrawn and forwarded to the
records clerk for inclusion in the 201 file.

/. Attaches both copies of the DA Form 1695 to
the request for extension and forwards it, together
with the 201 file and request for orders, to the chief
PA NCO for review.

5. Upon receipt of the above documents from the
PA specialist, the chief PA NCO—

a. Reviews the request for extension and request
for orders and gives to the Chief, Personnel Action
Branch for review, signature and dispatch.

b. Returns the 201 file to the records clerk.

6. The Chief, Personnel Action Branch reviews,
signs and dispatches the request for extension to
the unit and the request for orders to the Office
Services Unit.

4-364

ZapataMP
Pencil

ZapataMP
Pencil



C 2, AR 600-16
PROCEDURE 4-17

REQUESTS FOR EXTENSION OF PERIODS OF ACTIVE DUTY—ARMY NATIONAL
GUARD OF THE UNITED STATES (ARNGUS) PERSONNEL

* References, Procedure 11-2-3, AR 600-17;
AR 601-210.

Procedure
1. Upon receipt of a request from a unit, the

personnel action specialist—
a. Obtains the 201 file from the records clerk.
ifb. Reviews the request with the 201 file and

against the criteria in AR 601-210.
2. If the individual is ineligible or fails to meet

the criteria, the PA specialist processes the request
in accordance with paragraph 2, Procedure 4-16.

3. If the individual is eligible, meets the criteria
and has sufficient time remaining in his current
enlistment to cover the additional active duty tour,
tho PA specialist processes the request in accord-
ance with paragraph 3, Procedure 4^16.

4. If the individual is eligible and meets the cri-
teria, but does not have sufficient time remaining
in his current enlistment to cover the additional
active duty tour, the PA specialist—

a. Insures that the request contains a request
for concurrent discharge and. immediate reenlist-
ment in the ARNGUS and reorder to active duty,
to cover additional active duty tour.

b. Prepares a comment to the individual's unit
commander informing him that action will be
taken to discharge the soldier (specify date), im-
mediately reenlist him in the AIINGUS, reorder
him to active duty (specify date), and concur-
rently extend his active duty tour. Forwards the
request and 201 file to the chief personnel action
NCO for review.

c. Initiates action for a medical examination in
accordance with Procedure 4r-4.

d. Initiates action to discharge and immediately
reenlist the individual in accordance with Pro-
cedure 4-5. modified as appropriate.

ice. Prepares a request for orders and forwards
it to the chief PA NCO for review.

5. Upon receipt of the request for extension and
request for orders from the PA specialist, the
chief PA NCO reviews and gives to the Chief,
Personnel Action Branch for review, signature
and dispatch. Returns the 201 file to the records
clerk.

6. The Chief, Personnel Action Branch reviews,
signs, and dispatches the request for extension to
the unit and the request for orders to the Office
Services Unit
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PROCEDURE 4-18

ISSUANCE OF UNIFORMED SERVICES IDENTIFICATION AND PRIVILEGE CARD

References. Procedure 11-2-12, AR 600-17; AR
606-5.

Procedure
1. TTpon receipt of 2 copies of DD Form 1172

(Application for Uniformed Services Identifica-
tion and Privilege Card) from a unit, the person-
nel action specialist—

a. Obtains the 201 file from the records clerk
and Financial Data Records Folder (FDRF)
from the pay specialist.

6. If the application pertains to the individual's
primary dependents (wife and unmarried legiti-
mate children, stepchildren and adopted children
(for whom there are properly certified court adop-
tion papers) under 21 years of age), takes the fol-
lowing actions:

(1) Verifies dependency with the individual's
DD Form 137 (Application for Basic Al-
lowance for Quarters for Member with
Dependents) and/or DA Form 41 (Rec-
ord of Emergency Data.)

(2) Completes items lOe, 10k, and 101, Sec-
tion II and items 22 and 23, Section IV
of tbe application.

(3) Obtains the signature of the Chief, Per-
sonnel Action Branch in item 24 of the
application.

(4) Returns the 201 file to the records clerk
and the FDRF to the pay specialist

(5) Forwards the application to the unit with
instructions to the individual to have his
dependents report to the agency responsi-

ble for issuing uniformed services identi-
fication and privilege cards.

c. If the application pertains to other than the
individual's primary dependents, the PA special-
ist —

Prepares a letter forwarding the appli-
cation for a determination of dependency
to the Commanding General, Finance
Center, U.S. Army, ATTN: Allotment
and Deposits Operations, Indianapolis,
Indiana 46249. Includes the documen-
tation required by section VI, AR 606-5.
(Contacts the appropriate personnel staff
NCO and arranges for the individual to
report to the Personnel Service Division
in this case.)
Attaches the application to the letter and
forwards it to the chief personnel action
NCO for review.

2. Upon receipt of the letter, the chief PA NCO
.reviews for completeness and forwards to the
Chief, Personnel Action Branch for review, signa-
ture, and dispatch.

3. The Chief, Personnel Action Branch reviews,
signs, and dispatches.

4. Upon return of an application with a de-
pendency determination from the Finance Center,
the PA specialist follows the procedure in para-
graph 16 (5).

5. Upon receipt of the original copy of the DD
Form 1172 from the issuing authority, the PA
specialist forwards it to the records clerk for in-
clusion -in the 201 file.

(2)
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AR 600-16

PROCEDURE 4-19
MORTGAGE INSURANCE-

ISSUANCE OF CERTIFICATES OF ELIGIBILITY AND TERMINATION OF CERTIFICATES

References. Procedure 10-2-7, AR 600-17; AR
608-S; DA Pam 600-8.

Procedure
A. Processing requests for issuance oj "Certificate

of Eligibility'1 for mortgage insurance.
1. Upon receipt of a request from a unit, the

personnel action specialist—
a. Obtains the 201 file from the records clerk.
b. Insures that the request contains a statement

that the individual requires housing, and whether
a previous certificate of eligibility has been issued,
to include the disposition of the certificate if pre-
viously issued.

c, Verifies the individual's eligibility by reviewing
the 201 file against the criteria in AR 608-8.

2. If the individual is ineligible, the PA
specialist—

a. Prepares a comment to the request indicating
the reason for ineligibility.

6, Signs the comment for the Chief, Personnel
Action Branch and dispatches the request to the
unit.

c. Returns the 201 file to the records clerk.
3. If the individual is eligible, the PA specialist—
a. Prepares a DD Form 802 (Request for and

Certificate of Eligibility) in an original and 5 copies
by completing Parts I and II of the form.

6. Obtains the signature of the Chief, Personnel
Action Branch in item I I of the form.

c. Prepares a comment to the request with
instructions for the personnel staff NCO to contact
the individual and—

(1) Require completion of the form by ob-
taining tbe individual's signature in item 7
on all copies of the form.

(2) Inform him of his responsibilities as
outlined in paragraph lOc, AR 608-8.

(3) Instruct him to—
(a) Give the original and 3 copies of the

certificate to the lender at the time he
makes application for his FHA loan.

(6) Return a signed copy of the form not
later luan (specify date), to the Personnel
Service Division for inclusion in the 201
file.

d. Files I copy of the DD Form 802 in the 31-day
suspense file pending the specified date,

e. Attaches the original and 4 copies of the DD
Form 802 to the request, signs for the Chief,
Personnel Action Branch and dispatches it to the
appropriate personnel staff NCO.

/. Upon return of the signed copy of the DD Form
802, withdraws and destroys the suspended copy of
the DD Form 802 and forwards the returned copy
through the control specialist to the records clerk for
filing.

B. Preparation oj "Certificates of Termination'1 of
eligibility for mortgage insurance.
1. Upon receipt of notification from the control

specialist that an individual's eligibility status for
continued payment of mortage insurance requires
verification, the PA specialist—

a. Forwards the original suspense notification to
the appropriate personnel staff NCO to accomplish
the verification.

6. Files 1 copy of the suspense notification in the
31-day suspense file pending the verification.

2. Upon return of the suspense notification from
the personnel staff NCO, the PA specialist de-
termines the individual's eligibility status and—

a. If the individual retains his eligibility status,
returns the suspense notification to the control
specialist indicating such status.

b. If the individual is not eligible to retain his
eligibility status—

(1) Obtains the 201 file from the records clerk.
(2) Prepares a DD Form 803 (Certificate of

Termination) in an original and 6 copies by
completing Part I of the form.

(3) Obtains the signature of the Chief, Per-
sonnel Action Branch in item 6 of the form.

(4) Completes the certificate on the reverse of
the form and obtains the individual's
signature if the reason for termination of
eligibility is "sale of property." (The
personnel staff NCO requires the individual
to report to the Personnel Service Division
in this case.)

(5) Distributes the copies of the form in
accordance with AR 608-8.
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(6) Returns the suspense notification to the
control specialist indicating that a certifi-
cate of termination has been prepared.

3. Upon receipt of a suspense notification from
the control specialist that an individual with
mortgage insurance is scheduled for separation or is
to be dropped from the rolls as a deserter, the PA
specialist—

o. Obtains the 201 file from the records clerk.

6. Prepares a DD Form 803 in an original and 6
copies by completing Part I, less the date causing
the termination.

c. Obtains the signature of the Chief, Personnel
Action Branch in item 0 on the form.

d. Inserts all copies of the DD Form 803 in the 201
file and returns it. to the records clerk.

e. Returns the suspense notification to the control
specialist indicating the completed action.
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PROCEDURE 4-20
ELECTION OF OPTIONS UNDER THE RETIRED SERVICEMAN'S

FAMILY PROTECTION PLAN

References.

Procedure

AR 37-104-1, AR 608-30; DA Pam
335-1, DA Pam 600-6, DA Pam 600-8.

1. Upon receipt of a notification from the control
specialist that an individual has completed 173^
years of service creditable for pay purposes, the
personnel action specialist-

a. Obtains the 201 file from the records clerk and
verifies the individual's basic pay entry date.

b. Prepares 2 copies of a DA Form 1049 (fig.
5-2.1, DA Pam 600-8).

c. Attaches a copy of the following reference
material to the original copy of the DA Form 1049
to assist the individual in determining which
option(s) he desires to elect:

(1) DA Pam 355-121.
(2) Copy number 5 of a DA Form 1041

(Election of Options Under the Retired
Serviceman's Family Protection Plan).

d. Signs the DA Form 1049 for the Chief, Person-
nel Action Branch and dispatches it to the individual.

e. Files the duplicate copy of the DA P'orm 1049
in the 31-day suspense file for a date 2 weeks later.

/. Returns the 201 file to the records clerk.

2. If the individual fails to report on the suspense
date, the PA specialist contacts the appropriate
personnel staff NCO and arranges for a new report-
ing date.

3. On the date the individual reports to the
Personnel Service Division, the PA specialist—

a. Withdraws the suspended copy of the DA Form
1049 from the 31-day suspense file and destroys it.

b. Obtains the 201 file from the records clerk.
(1) Advises commissioned and warrant officer

personnel that the chief personnel action
NCO will conduct an interview concerning
their election of options under the plan.

(2) Advises enlisted personnel that the senior

personnel action specialist will conduct an
interview concerning their election of
options under the plan.

4. The senior PA specialist and the chief PA NCO
conduct an interview to include —

a. Information on each option available as out-
lined in AR 608-30.

b. The costs and benefits as outlined in DA Pam

c. Examples applicable to the individual projected
to his situation at the time of his expected retire-
ment.

d. Answering any questions the individual may
have concerning the options available.

5. When the individual has determined the
option(s) desired, the interviewer instructs him to
return the 201 file to the PA specialist who will
prepare a DA Form 1041.

6. Upon return of the individual with his 201
file, the PA specialist— -

a. Obtains information from the individual and
his 201 file and prepares a DA Form 1041 (set of
5 numbered copies) (fig. 5-2.2, DA Pam 600-8).

6. Requires the individual to sign item 15 of the
form.

c. Signs item 14 of the form as a witness.
d. Gives the individual copy number 5 of the form:

(1) Informs him that he will receive an official
copy of the form after it has been duly
receipted.

(2) Dismisses the individual.
e. Obtains the signature of the Chief, Personnel

Action Branch in item 22 of the form.
/. Makes distribution of the remaining copies of

the form as indicated in the lower margin of each
numbered copy.

g. Returns the 201 file to the records clerk.
h. Notifies the control specialist of the completed

action.
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PROCEDURE 4-21
PROCESSING REQUESTS FOR MILITARY IDENTIFICATION CARDS

References.

Procedure

Procedure 11-2-6, AR 600-17; AR
606-5.

1. Upon receipt of a suspense notification from
the control specialist identifying personnel having
Military Identification Cards (DD Form 2A) which
will expire in the near future, the personnel action
specialist—

a. Signs and dispatches the original copy of the
notification to the appropriate unit commander.

6. Places a copy of the notification in the 31-day
suspense file.

2. Upon receipt of processed DA Forms 428
(Application for Identification Card) from the
issuing agency, the' PA specialist—

o. Withdraws the suspense notification from the
31-day suspense file.

6. Reviews the DA Forms 428 with the suspense
notification to determine if all personnel listed there-
on have been issued a new DD Form 2A.

3. If appropriate, and after a reasonable period
of time, the PA specialist contacts the appropriate
personnel staff NCO to determine the status of
applications for individuals for whom no DA Form
428 was received.

a. Prepares a DA Form 2496 forwarding th<? proc-
essed DA Forms 428 together with the attached
photographs to the control specialist.

(1) Includes information as to the approximate
date the balance of the forms are to be
received.

(2) Requests that the DA Forms 428 he for-
warded to the appropriate records clerk
for inclusion in the 201 files.

6. Resuspends the suspense notification pending
receipt of the balance of the DA Forms 428. Follows
the above procedure upon receipt of the balance of
the forms.
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^PROCEDURE 4-22
PROCESSING APPLICATIONS FOR ARMY OFFICER CANDIDATE SCHOOL

References- AR 350-50; Procedure 11-2-7, AR
600-17.

Procedure
1. Upon receipt of an application for attendance

at an Army Officer Candidate School (DA Form
61), from a unit, the personnel action specialist—

o. Obtains the 201 file from the records clerk.
6. Screens the application against the 201 file

and the criteria in AR 350-50 and insures that- -
(1) The required papers (sec. I l l AR 350-50)

are attached to tbe application.
(2) The application and accompanying pa-

pers have been properly prepared.
(3) Approved requests for waivers, if appro-

priate, are included with the application.
(4) The unit commander's 1st indorsement

includes the information required by
paragraph 29, AR 350-50.

c. Obtains missing data by contacting the ap-
propriate personnel staff NCO, or by returning the
application to the unit, as appropriate.

d. Makes the following arrangements:
(U Arranges with the personnel management

specialist to have the Officer Candidate
Test (OCT) administered, if necessary.

(2) Arranges for the applicant to appear be-
fore a medical officer for a special medical
examination (Procedure 4—4).

(3) Within 3 months prior to appearance be-
fore the OCS examining board, contacts
the personnel staff NCO and requests
that he arrange for the applicant to
undergo the Physical Combat Proficiency
Test as prescribed by TM 21-200, and
forward a statement of the date tested
and score attained.

2. Upon receipt of the test scores and medical
examination (SF 88 and SF 89) results (para. Id),
the PA specialist-

a. Prepares an indorsement forwarding the ap-
plication (in triplicate) and accompanying papers
to tho OCS examining board.

6. Prepares a request for orders directing the
applicant to the OCS examining board.

c. Prepares a letter to the unit commander re-
questing that he advise the Personnel Service
Division of all changes in status of the individual

which would materially affect his eligibility or
availability for Officer Candidate School.

d. Prepares a notice outlining the reassignment
restrictions imposed by AR 350-50, and attaches
it to the applicant's 201 file.

e. Forwards the application and attachments
together with the letter to the unit commander,
201 file and request for orders to the chief per-
sonnel action NCO for review. (The applicant's
qualification record (DA Form 20, or DA Form
66 for warrant officers) must accompany the
application to the examining board.)

3. The chief PA NCO reviews the application,
the letter to the unit commander and the request
for orders and forwards them to the Chief, Per-
sonnel Action Branch for review, signature, and
dispatch. Returns the 201 file to the records
clerk.

4. The Chief, Personnel Action Branch reviews,
signs, and dispatches—

a. The application to the designated examining
board.

6. Tho letter to the unit commander.
c. The request for orders to the Office Services

Unit.
5. If the individual is transferred to another

major command prior to the final action on the
application, the PA specialist—

a. Prepares a letter transmitting the applica-
tion and allied papers to the receiving commander.

6. Forwards the letter to the chief PA NCO for
review.

6. If information affecting the individual's
status (para. 2c) is received from the unit com-
mander, the PA specialist prepares a letter of
notification to the major commander, and for-
wards it to the chief PA NCO for review.

7. Upon receipt of the notification of selection
or nonselection from the major commander, the
PA specialist—

a. If the applicant is selected to attend—
(1) Prepares an indorsement forwarding the

notification to the applicant with instruc-
tions that he acknowledge receipt of the
notification in accordance with paragraph
44, AR 350-50.

(2) Forwards the notification to the chief
PA NCO for review.
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b. If the applicant is not selected to attend—
(1) Forwards the original copy of the notifi-

cation to the applicant.
(2) Forwards a copy of the notification to

the records clerk with instructions to
withdraw and destroy the notice of
assignment restrictions that is attached
to the 201 file.

8. The chief PA NCO reviews the indorsement
forwarding the notification of selected applicants,
and forwards it to the Chief Personnel Action
Branch for review, signature, and dispatch.

9. Upon receipt of a disapproved application
from the major commander, the PA specialist
forwards it to the records clerk for inclusion in the
201 file and appropriate service record entry.

4-44

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil



C 1. AR 600-16

PROCEDURE 4-23

PROCESSING REQUESTS FOR EMERGENCY, EXCESS OR NON-CONUS LEAVE

References. Procedures 10-2-1 and 11-2-4, AR
600-17; AR 612-50,
AR 614-30, AR 614-32 (Classified),
AR 630-6.

Procedure
1. Upon receipt of a request from an individual

for an emergency, excess or Non-CONUS leave,
the personnel action specialist—

a. Obtains the 201 file from the records clerk and
the Financial Data Records Folder (FDRF) from
the pay specialist.

6. Reviews the leave request, DA Form 481
(Military Leave Record) and the 201 file against
the criteria in AR 630-5.

*2. If the request is for an emergency leave and
the individual meets the criteria in AR 630-5, the
PA specialist—

a. If the emergency has not been verified by the
American Red Cross, initiates action to request
such verification by contacting the local American
Red Cross Chapter and requesting their assistance.

6. If overseas, requests the Field Director,
American Red Cross, to initiate action to have the
local chapter in the area of emergency verify the
facts. (See para. lOe, AR 630-5 for exception.)

c. Takes the following actions when the emer-
gency has been verified:

(1) Determines the urgency with which the
individual must be processed to begin
leave.

(2) Prepares a comment approving the
request.

(3) Prepares a request for orders authorizing
leave and travel. As a minimum orders
will include the information indicated in
appendix III, AR 630-5. (See para. 3
if PCS will result.)

(4) Forwards the leave request, request for
orders and the 201 file together with the
FDRF to the chief personnel action NCO
for review.

(5) Contacts the appropriate personnel staff
NCO:

(a) Requests that the unit commander be
notified of the action and advised to
inform the individual of the approval.

(6) Furnishes instructions and information

necessary to advise the individual when
orders witf be published, when and
where he will depart, and what is
required of him to facilitate rapid
processing.

3. Ii a permanent change of station will result
in connection with the leave (see AR 614-30 an
AR 612-50), the PA specialist requests appropriate
reassignment orders and furnishes additional in-
structions to the personnel staff NCO to advise
the unit commander to initiate a unit clearance on
the individual.

4. If tho request is for excess leave (DA Form 31
(Request and Authority for Absence) will be
attached), and the individual meets the criteria
in AR 630-5, the PA specialist—

a. Prepares an approving comment to the request
if the period of excess leave will be 30 days or lees,
or

6. Obtains a recommendation from the Chief,
Personnel Action Branch and prepares a comment
addressed to the major commander, forwarding
the request for approval, if the period will be from
31 to 60 days, or

c. Obtains a recommendation from the Chief,
Personnel Action Branch and prepares a comment
addressed through channels to the Chief of Person-
nel Operations, Department of the Army, ATTN:
EPAS, for personnel in grades E-6 and below; or
ATTN: EPADS, for personnel in grades E-7
through E-9, as appropriate, for approval if the
period will be over 60 days.

d. Places a copy of the request in the TTDRF.
e. Forwards the request, 201 file and FDRF to

the chief PA NCO for review.
5. If the request is for leave to visit areas outside

the continental United States (other than the areas
cited in para. 6a(l), AR 630-5), and the individ-
ual's leave balance is sufficient to cover the period
for which leave is requested, the PA specialist—

a. Determines if the individual has sufficient
time remaining on his current period of service to
complete the leave and accomplish necessary
separation processing.

6. Determines if the individual desires leave in an
area listed in AR 614-32, and whether he has an
assignment or travel restriction in effect.
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c. Prepares a comment approving the request if
the leave can be approved. Includes instructions
which must be entered in the remarks on the DA
Form 31, or be attached to the form. See
paragraph 6, AR 630-5.

d. Forwards the request, 201 file and FDRF to
the chief PA NCO for review.

6. If the request is for leave to visit areas outside
the continental United States and pertains to a
general officer, the PA specialist prepares a com-
ment forwarding the request to The Adjutant
General, ATTN: AGAO-L or to the major oversea
commander, as applicable, for approval. Forwards
the request to the chief PA NCO for review.

7. Upon receipt of the documents and records
mentioned above from the PA specialist, the chief
PA NCO reviews and forwards the documents to
the Chief, Personnel Action Branch for review,
signature and dispatch. Returns the 201 file to
the records clerk and the FDRF to the pay
specialist.

8. The Chief, Personnel Branch reviews the
documents, signs and dispatches to the appropriate
addressee.

0. If a request for emergency leave is disap-
proved for any reason, the PA specialist—

a. Prepares a disapproving comment citing the
reason for disapproval.

6. Prepares a report addressed to the Chief of
Personnel Operations, Department of the Army,
ATTN: EPAS, for personnel in grades E-6 and
below; or ATTN: EPADS, for personnel in grades
E-7 through E-9, as appropriate, to include a
summary of circumstances, if the request for
emergency leave is denied for military reasons.

c. Forwards disapproved requests, the report
(6 above), if applicable, together with the 201 file
and FDRF, to the chief PA NCO for review.

10. The chief PA NCO and the Chief, Per-
sonnel Action Branch take the actions in paragraph
7 and 8 respectively.
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PROCEDURE 4-24

ADMINISTRATIVE ACTION TO SUSPEND FAVORARLE PERSONNEL ACTIONS

References. Procedures 9-2-2, 10~2-«, 11-2-11,
Alt 600-17; AH 600-51; DA Tarn
600-8.

Procedure
1. Upon receipt of a Report for Suspension of

Favorable Personnel Action (DA Form 268) fora
case from a unit, other than a case involving na-
tional security, the personnel action specialist—

a. If the DA Form 268 pertains to a commis-
sioned or warrant officer, to include those serving
on active duty in an enlisted status—

^tr(l) Prepares 4 copies of a Joint Message
Form (DD Form 173) addressed to The
Adjutant General, ATTN: AGPO-SEF,
Department of the Army, Washington,
D.C. 20315. Includes a reference to
the appropriate section of Alt 600-31
and to items 1 through 12 and 16 of the
DA Form 268.

(a) Forwards the original and 2 copies of
the message to the chief personnel ac-
tion NCO for review.

(b) Attaches 1 copy of the message to a
copy of the DA Form 268 and places
both in the 31-day suspense file.

<2) Forwards a copy of the DA Form 268 to
the records clerk for inclusion in tho 201
file.

(3) Prepares necessary envelopes and makes
appropriate distribution of the remaining
copies of the report in accordance with
AR 600-31.

1>. Insures by suspense followup that—
•£•(1) The first interim report is submitted

not later than 60 days after tho date of
the initial report.

(2) The second interim report is submitted
120 days after the date of the first interim
report.

(3) Subsequent interim reports are submitted
each 30 days thereafter, as required,

c. Distributes the interim reports to the same
individuals and addressees as the initial report,
unless distribution was changed by transfer of the
flag control.

d. Upon receipt of the final report removing the

flagging action, makes the same distribution as
that for the initial report, or as changed by transfer
of the flag control.

•jfe. In cases closed unfavorably, copies of final
actions taken will be forwarded to the Adjutant
General, ATTN: AGPO-SEF, with the final DA
Form 268 as follows:

(1) One copy of separation orders, except
those included in orders issued by Head-
quarters, Department of the Army.

(2) Two copies of court-martial orders.
(3) Original and 1st copy of the record of

punishment imposed under Article 15,
IJCMJ.

-^•/. In commissioned officer and warrant officer
cases, reports and copies of corrective action within
the meaning of paragraph 128, MCM 1951, will
not be included with final reports.

2. Upon receipt of the message for transmission
to The Adjutant General from tho PA specialist,
the chief PA NCO reviews and forwards it to the
Chief, Personnel Action Branch for review, sig-
nature, and dispatch.

3. The Chief, Personnel Action Branch reviews,
signs, and dispatches.

4. If tho DA Form 268 pertains to an enlisted
person not holding an appointment as a Reserve
commissioned or warrant officer, the PA spe-
cialist—

a. Forwards a copy of the report to the records
clerk for inclusion in the 201 file.

b. Places a copy of the report in the 31-day
suspense file.

<?. Follows the procedure in paragraph 16.
d. Removes and destroys the suspended report

on receipt of the final report.
e. Disposes of the final report in accordance with

Section III of the form.
/. Forwards a copy of the report to the records

clerk for removal of the flagging action.
5. For cases involving national security, initiated

under AR 604^10, or other security regulations or
directives, the PA specialist processes the case in
accordance with this procedure and section II,
AR 600-31.

4-46.1

ZapataMP
Pencil

ZapataMP
Pencil



C 1, AR 600-16

PROCEDURE 4-25

NOTIFICATION AND FOLLOWUP OP IMMUNIZATIONS

References. AR 40-403, AB 4=0-662.

Procedure
1. Upon receipt from the control specialist of a

DA Form 1049 identifying individuals who re-
quire immunizations, the personnel action spe-
cialist—

if a. Signs and dispatches the original and dupli-
cate copy to the appropriate unit commander.

5. Places a copy in the 31-day suspense file,
2. Upon return of the DA Form 1049 from the

unit, the PA specialist—
a. Reviews and determines if all persons listed

thereon received the required immunizations,
b. If all immunizations have been completed—

(1) Withdraws the copy of the DA Form 1049
from tho 31-day suspense file and destroys
it.

(2) Returns the original copy of the DA
Form 1049 to the control specialist.

c. If all immunizations have not been com-
pleted—

(1) Contacts the appropriate personnel staff
NCO to determine the appropriate date
the remainder of the immunizations will
be completed.

(2) Annotates the original copy of the DA
Form 1049 to indicate the expected date
the immunizations will be completed, and
returns it to the control specialist.

(3) Resuspcnds the duplicate copy of the DA
Form 1049 for the now suspense date.

3, When notification is received indicating the
remainder of the immunizations have been com-
pleted, the personnel action specialist follows the
procedure in paragraph 2a and b.
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PROCEDURE 4-26

PREPARATION OF THE PERSONAL AFFAIRS ENVELOPE AND REENLISTMENT
DATA CARD

References. Procedure 11-5-2, AK 600-17; AR
601-280; and applicable Army regu-
lations which prescribe the prepa-
ration of the forms listed below.

Procedure
1. When performing duty as a member of the

Inprocessing Team, and during the interview of a
replacement, the personnel action specialist—

a~ Advises the replacement that the forms to
be prepared and inclosed in the Personal Affairs
Envelope are for use in the event of a military
emergency, and that the entries on the forms per-
tain to a future date rather than the present.

6. Prepares a Personal Affairs Envelope by
recording the replacement's name, grade and serv-
ice number in the upper left corner of a 9- by 11-
inch envelope.

c. Prepares the following forms as required and
applicable, in the number of copies indicated.
Interviews the individual and reviews the Finan-
cial Data Records Folder (FDRF) and the 201
file to complete the forms.

(1) DA Form 613 (Checklist for Oversea
Movement) (Duplicate) (AR 612-35).

(2) DD Form 1099 (Application for Non-
Temporary Storage of Household Goods)
(Original) (AR 55-42).

(3) DD Form 1175 (Change of Address and
Directory Record) (Triplicate) (AR
65-75).

,(4) DD Form 528 (Geneva Convent ions Iden-
tification Card) (Original) (AR 606-5).

(5) DD Form 884 (Application for Trans-
portation for Dependents) (Original)
(AR 55-46).

(6) DD Form 1101 (Household Goods Stor-
age Information) (Duplicate) (AH 55-
42).

(7) DD Form 1299 (Application for Ship-
ment of Household Goods) (Original)
(AR 55-42).

. Rescinded.
e. Withdraws the DA Form 1341 (Allotment

Authorization) (Quintuplicate), DA Form 2142
(Request for Pay Action) (Duplicate), and DD
Form 137 (Application for Basic Allowance for
Quarters for Member with Dependents) (Quad-
ruplicate) prepared by the pay specialist Inproc-
essing Team member, from the FDRF, if applic-
able.

/. Insures that all forms are completed in detail
except for the signature of the individual and the-
effective dates.

ff. Places the forms in the Personal Affairs En-
velope.

2. After the Personal Affairs Envelope has been
prepared, the PA specialist—

a. Advises the individual—•
(1) On the benefits, privileges and rights

which a service member may obtain while
on active duty or after separation, and
in some cases, his survivors may obtain
after his death.

(2) To consult a representative of the staff
judge advocate to execute a will and/or
power of attorney, if desired.

(3) To keep a "Personal Affairs Record"
posted up-to-date, and available in the
event of emergency.

b. Forwards the Personal Affairs Envelope, 201
file and FDRF to the Inprocessing Team Leader.

3. The PA sj>ecialist screens the 201 file prior
to forwarding the Personal Affairs Envelope to
the Inprocessing Team Leader to determine if it
contains a Reenlistment Data Card (DA Form
1315).

a. If a card is on file, forwards it together with
the Personal Affairs Envelope to the Inprocessing
Team Leader.

b. If a card is not on file prepares one by tran-
scribing the pertinent data from the 201 file. For-
wards the card together with the Personal Affairs
Envelope to the Inprocessing Team Leader.
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PROCEDURE 4-27
MAINTENANCE OF THE PERSONAL AFFAIRS ENVELOPE

References. AR 600-17 and applicable Army
regulations which prescribe the
preparation of the forms listed in
Procedure 4-26.

Procedure
1. When directed by the Chief, Personnel Action

Branch, the Personal Affairs Team will make peri-
odic reviews of the Personal Affairs Envelope.
These reviews normally will be conducted in the
unit area.

2. As a member of the Personal Affairs Team,
the personnel action specialist—

a. Reviews the forms contained in the Personal
Affairs Envelope with the individual to insure that
all data remains accurate.

b. Prepares new forms as required.
3. When an individual reports to the pay spe-

cialist in the Personnel Service Division to initiate
or change a Class Q allotment, he will bring his
Personal Affairs Envelope (see ch. 11, AR 600-17).
The pay specialist—

a. Prepares the required forms.
6. Withdraws the old forms from the envelope

and destroys them.

c. Places a copy of each new form in the
envelope.

d. Gives the individual his Financial Data Rec-
ords Folder (FDRF) and hie Personal Affairs
Envelope, and instructs him to report to the rec-
ords clerk for review of his Record of Emergency
Data (DA Form 41).

•̂ •4. When the individual reports, the records
clerk—

a. Prepares a new Record of Emergency Data
(DA Form 41), if required.

b. Gives the FDRF, 201 file and Personal Af-
fairs Envelope to the individual, and instructs him
to report to the PA specialist,

5. When the individual reports, the PA special-
ist^

a. Reviews the contents of the Personal Affairs
Envelope with the individual, his FDRF and 201
file.

b. Prepares any new forms required-
c. Places all of the forms in the Personal Affairs

Envelope and instructs the individual to return the
envelope to his unit commander.

d. Returns the FDRF to the pay specialist and
the 201 file to the records clerk.
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APPENDIX 4-1
MAINTAINING AN OFFICER EFFICIENCY REPORT
MANNING AND CONTROL RATING SCALE CHART

When it becomes necessary to initiate an Army
Officer Efficiency Report (DA Form 67-5), the
personnel action specialist must identify the proper
rating, indorsing and reviewing officers. In order to
determine this information with a minimum of delay,
the PA specialist should prepare and maintain a
chart which reflects the efficiency report channels by
duty position. A division directive will announce
the command policy on efficiency reports and should
be used as the guide in preparation of this chart.
A sample chart is shown in figure A4-I.1.

A chart outlining the flow of Officer Efficiency
Reports in a battalion or brigade should be for-
warded periodically to the appropriate personnel

staff NCO requesting the commander's verification
of the correctness of the channels.

A chart outlining the flow of Officer Efficiency
Reports in the Division Headquarters Company and
the Administration Company should be prepared and
maintained in the office of the branch chief. This
chart should be verified periodically by forwarding it
to the various division staff agencies with a request
for verification of the correctness of the channels.

The PA specialist should review morning reports,
orders, etc., and post the chart to reflect changes in
the names of officers occupying the positions of
rating, indorsing or reviewing officers. Sufficient
space should be provided by each duty position to
enter the name of the incumbent officer.

A4-1
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OFFICER EFFICIBICZ REPORT
HANKING AND CONTROL RATQtt SCALE CHART

Mortar Btry, I6th__lnf
TOK ESTI- DUTI mm DATE FRE- NAME
GRADE HATED POSITION HOS A3Q BT SENT OF BASIC BU
AOTH OR LEfKL TITLE CODE POSITION GRADE INCUMBSir SH (DETAIL B

Capt

Lt

U

Lt

Mortar
Btry Condr

Mortar
Btry XO

Mortar
Btry Reoon
Survey Off

Btry
FO

njtf

1193

1183

118?

UiHayfil

25Hay6l

25May6l

X6Jun6l

Capt

l«tLt

2dLt

2dLt

Jaoobo,
Hal B,

Stapalton
Lcrry R.

folnb«rty
R. A.

5agl«,
:. T.

03019822

061322

095387

096721

ART!

ART!

ART!

ART!

LAST DAT RAT- DJDCIU REVIBf
OF PD OF INQ SHO IKJ

R)LAST E/R OFF OFF OFF

UMay6l

13Ku6l

19Iay6l

AD Data
25Hay$l

Lt
Col
Martin

Capt
•Jaoobt

Capt
Jacob*

Capt
Jacob*

Col
Barnard

Lt Col
Martin

Lt Col
Martin

Lt Col
Martin

Qen
Lovia

Col
9*̂nard

Col
Bar-
nard

Col
Bar-
nard

Fiffvre A4-I.1.
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APPENDIX 4-H
PROCEDURAL INTERACTION CHART

Personnel
Management

Branch

3-8
3-18

Military
Pay

Branch

5-1

Personnel
Records
Branch

6-1
6-2
6-3
6-4
6-5
6-6
6-9
6-10
6-14
6-15
6-17
6-22

Office
Services

Unit

7-2
7-4
7-7
7-9
7-11
7-14

General

Appendix 2-1
Appendix 2-1 1

A4-3
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CHAPTER 5
MILITARY PAY

Section I. GENERAL

5-1. Discussion, a. The introductory sections
and appendixes in chapter 6, DA Pam 600-8 are
applicable to the military pay system in the Person-
nel Service Division. The information and guidance
in DA Pam 600-8 should be used in conjunction
with this chapter.

b. As indicated in foregoing chapters of this
regulation, the number of visitors to the Personnel
Service Division could become a major problem
if not controlled. Military pay inquiries and prob-
lems can be responsible for a large number of these
visits. To minimize the number of time-consuming
visits and inquiries, it is necessary to take preventive
action in areas in which problems arise. It may be
desirable to establish special purpose teams other
than those described in chapter 1 to accomplish
special pay actions such as allotments, advance
payments, and travel vouchers in connection with
temporary duty travel, and other matters which
require expeditious action and involve a consider-
able number of individuals.

c. In order to control the operations of the
Military Pay Branch it is necessary to establish
well deBned lines of communication with the subordi-

nate units. All Military Pay Branch personnel
should be aware of, and abide by these established
lines of communication. Communications from the
military pay specialists in the composite teams
should be channeled through their respective Pay
Team Leaders. Pay Team Leaders should communi-
cate directly with personnel staff NCO's. Telephone
requests for information from Financial Data
Records Folders may come directly from the unit to
the pay specialist.

d. Special attention should be given to pay
matters that require immediate action, such as
reenlistment bonuses, and other payments in connec-
tion with reenlistments, emergency partial payments,
and advance travel payments. These matters
should be handled expeditiously.

5-2. Relationship to other branches. Personnel
in the Military Pay Branch should be aware of
actions in the other branches of the Personnel
Service Division that affect their work. This knowl-
edge expedites coordination and facilitates the
exchange of information. The Procedural Inter-
action chart (app. 5-1) lists the procedures in other
branches that affect military pay operations.

Section IL
CONVERSION FROM DA PAM 600-8 TO MANUAL AND PUNCHED

CARD MILITARY PAY VOUCHER SYSTEM

5-3. Discussion, a. All personnel assigned to the
Military Pay Branch should be familiar with the
manual and punched card machine operation of
the military pay system. As indicated in chapter 31,
AR 37-104 and the procedures included in this
chapter, there are certain conditions under which
pay vouchers will be prepared manually even though
tbe punched card method is in operation.

b. The Procedures in chapter 6, DA Pam 600-8,
were developed primarily for use in the manual
military pay voucher system in unit personnel
sections; however, an application of the changes in-
dicated in appendix 5-II will permit the use of these
procedures in the Military Pay Branch for both the
manual and punched card military pay voucher
system. Procedures 5-1 through 5-6 are new pro-
cedures and do not appear in DA Pam 600-8.
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c. Procedure 5-6, Initiation and Maintenance of
Leave Records, is applicable to both the manual
and punched card systems except that the accrued
leave report will not be prepared in the Military
Pay Branch when punched card machines are avail-
able. The Military Pay Branch should furnish
information to the Personnel Records Branch when
an individual's status prohibits the accrual of leave.

The Report of Savings Program described in Pro-
cedure 5-5, should not be prepared by the Military
Pay Branch when punched card machines are
available because this report should be furnished
commanders by the division finance officer. When
punched card machines are not available, an
additional warrant officer should be authorized as
an assistant to the Military Pay Branch Chief.

5-2
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PROCEDURE 5-1
INPROCESSING FINANCIAL DATA RECORDS FOLDERS

{OUTSIDE PERSONNEL SERVICE DIVISION)

1. References. Paragraphs 26-31 through 26-
35, AR 37-104; DA Pam 60O-8.

2. Forms used.
o. DD Form 137 (Application for Basic Allowance

for Quarters for Members with Dependents).
6. DA Form 1341 (Allotment Authorization).
c. DA Form 2139 (Military Pay Voucher (MPV)).
d. DA Form 2142 (Request for Pay Action).
e. DA Form 2143 (Financial Data Records

Folder (FDRF)).
/. DA Form 2356 (Payroll Suspense Documents

Envelope).

3. Discussion. This procedure prescribes the
actions to be taken by the pay specialist serving as
a member of the Inprocessing Team as described
in chapter 1.

4. Responsibilities.
a. Inprocessing pay specialist.
6. Pay specialist.
c. Pay Team Leader.
d. Chief, Military Pay Branch.

5. Procedure, a. Review of FDRF.
Inprocessing pay specialist. Upon receipt of the

FDRF and a checklist (fig. 7-1.1, DA Pam 600-8),
takes action indicated in paragraph 5a, Procedure
6-1, DA Pam 600-8.

6. Correcting discrepancies in pay records.
Inprocessing pay specialist. Corrections requiring

information from the individual should be ac-
complished during inprocessing; others should be
corrected later by the pay specialist in the composite
teams. Discrepancies in pay records are corrected
as indicated in paragraph 56, Procedure 6-1, DA
Pam 600-8.

c. Updating pay records.
Inprocessing pay specialist. When an individual

is inprocessed, takes the following actions to bring
his pay records up to date:

(1) Prepares necessary travel vouchers, which
may include—

(o) Individual travel (with or without ad-
vance payment of travel allowance).
(See Procedure fr-18, DA Pam 600-8.)

(6) Dependents travel allowance. (See Pro-
cedure 6-19, DA Pam 600-8.)

(c) Trailer or dislocation allowance. (See
Procedures 6-18 and 6-19, DA Pam
600-8.)

(2) Prepares forms to change allotments as
desired by the individual. (See Procedure
6-15, DA Pam 600-8.)

(3) Posts the number 5 worksheet copy of
the MPV in the FDRF up-to-date if any
unposted documents affecting the in-
dividual's pay are found in the FDRF.

(4) Enters in item 11 of the number 5 copy of
the MPV "Trfd fr (former station)."

(5) Prepares an MPV for the individual if
he has not been paid for the preceding
month.

(6) Enters the individual's unit of assignment
on DA Form 2356 (Payroll Suspense
Documents Envelope).

(7) Has the above documents certified or
authenticated as required, and forwards
them with the payroll suspense documents
envelope to the division finance officer
immediately.

*(8) When required, and if desired by the
individual, prepares the following docu-
ments and inserts them loosely in the
FDRF for later inclusion in the individ-
ual's Personal Affairs Envelope by the
Personnel Action Inprocessing Team
member (Procedure 4-26):

(o) DA Form 1341 (Allotment Author-
ization).

(b) DD Form 137 (Application for Basic
Allowance for Quarters for Member
With Dependents).

(c) DA Form 2142 (Request for Pay Action).
(9) Refers the individual to the Personnel

Action Inprocessing Team member.
Note. If an individual doea not have hia FDRF

and it hna not been received in the Personnel
Service Division, inform him that he will be called
to the PSD for inproceswng of his FDRF when it
arrivea, or for preparation of a temporary FDRF.

d. Actions upon return to the Personnel Service
Division.

(1) Pay specialist. Upon receipt of the FDRF
and checklist from the Pay Team Leader,
reviews the list for discrepancies and—
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AR 600-16

(o) If the Payroll Suspense Documents
Envelope or the number 5 copy of the
last MPV is missing from the FDRF,
refers to paragraph 26-33, AR 37-104
for the action to take. Prepares neces-
sary correspondence.

(b) If the complete FDRF or other items of
pay data are missing, determines where
the information (documents or data)
may be obtained or where to query
concerning the missing documents or
data, e.g., last unit of assignment;
Finance Oenter, U.S. Army, etc. Pre-
pares the necessary correspondence (let-
ter or message, as appropriate). See
paragraph 26-34, AR 37-104.

(c) Forwards the correspondence to the Pay
Team Leader.

(d) Corrects any other discrepancies noted
on the checklist, and forwards the check-
list and the FDRF to the processing
clerk within 7 workdays.

(2) Pay Team Leader.
(a) Reviews the correspondence for com-

pleteness and appropriateness of source
and method used.

(6) Forwards the correspondence to the
Chief, Military Pay Branch for signature
and dispatch.

(3) Chief, Military Pay Branch. Signs and
dispatches the correspondence.
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PROCEDURE 5-2

CONVERSION TO PUNCHED CARD MILITARY PAY VOUCHER SYSTEM

1. References. Chapter 31, AR 37-104; chap-
ter 6, DA Pam 600-8.

2. Forms used.
a. DA Form 1996 (Tax Withholding Record).
I. DA Form 2139 (Military Pay Voucher

(MPV)).
c. "Proof" copy of DA Form 2M9 (Military

Pay Voucher (MECH)).
d. DA Form 2350 (Notice of Pay Change).
e. Substantiating documents as required.
/. DA Form 2143 (Financial Data Records

Folder (FDRF)).
3. Discussion. Manual procedures will be for

the first regular payment to an individual report-
ing U> a unit and to effect miscellaneous payments
surh us partial payments, casual payments and ad-
vances of pay; multimont h payments; payment of
items which accrue by reason of separation such
as travel allowance and accrued leave; payment of
reonlistmcnt bonus; find payment upon final sepa-
ration.

4. Responsibilities. Pay specialist.
5. Procedure, fay specialist.
a. When an individual is newly assigned to the

division, prepares and submits to the division fi-
nance office a manual MPV according to Proce-
dure 0--4. DA Turn 000-S. if the individual was not
paid for the preceding month. This should bo
done during inprocessing. (SeeProcedureS-l.)

?>. For the first regular payment—
(1) Prepares n manual MPV. Jn addition to

other remarks in item 11 which may be
required, enters in item 11 the number of
years of service completed by the individ-
ual and the date of such completion, such
as: "10 yrs svc compl 31 May 60."

(2) Checks the DA Form 1996 (Tax With-

holding Record) to insure that it is posted
to date.

(3) Forwards the DA Form 1996 with the
MPV to the division finance office.

c. After payment has been made on the MPV,
the division finance office will return the DA Form
1996, totaled and annotated to show that the in-
dividual has been placed under the punched card
procedures. Files the DA Form 1996 on the left
side of the individual's FDRF.

d. The division finance office will also return
with the DA Form 1996, skeletonized copies of
DA Form 2350 (Notice of Pay Change) and the
"proof copy of DA Form 2349 (Military Pay
Voucher (MECH)). (All these, documents are
shown as figures in chapter 31, AR 37-104.) Upon
receipt of these forms, takes the following actions:

(1) Files DA forms in tho individual's
FDRF.

(2) Checks the "proof' copy of DA Form
2349 against the documents in the individ-
ual's FDRF to determine if the data on
the "proof" copy is correct.

(a) If there are errors found on the "proof"
copy, enters the correct data on a copy
of DA Form 2350 and submits it to the
division finance office immediately.

(6) If there are no errors on the "proof"
copy, files the "proof" copy in the
FDRF until the number 2 copy of the
first MPV paid under the punched card
system is received from the division
finance office. When the number 2
copy is received, verifies it and destroys
the, number 5 copy of the last MPV and
the "proof copy.

(3) Files the number 2 copy on the right side
in the individual's FDRK.
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PROCEDURE 5-3

OPERATION OF THE PUNCHED CARD MILITARY PAY VOUCHER SYSTEM

1. Reference. Chapter 31, AR 37-104.
2. Forms used.
a. DA Form 2350 (Notice of Pay Change).
b. DA Form 2301 (Transmittal for Notices of

Pay Change).
c. Substantiating documents as appropriate.
d. DA Form 2139 (Military Pay Voucher

(MPV)),
e. DA Form 2143 (Financial Data Records

Folder (FDRF)).
3. Discussion. The responsibilities of the Mili-

tary Pay Branch under the punched card military
pay voucher system are basically the same as under
the manual MPV system. The operational differ-
ence under the punched card system is that notifi-
cation of changes affecting an individual's pay is
furnished to the division finance office by means of
a DA Form 2350 (Notice of Pay Change), or the
document authorizing the change. Under the
punched card system, the Military Pay Branch is
not responsible for the following:

a. Preparing regular MPV's (other than the
first regular payment MPV).

b. Preparing DA Form 2140 (Military Pay
Voucher Summary and Certification Sheet).

c. Posting tax data to the DA Form 1996 (Tax
Withholding Record).

d. Preparing TD Forms W-2 (Tax Withhold-
ing Statement), except for individuals paid under
the manual system for pay period ending 31 De-
cember.

e. Maintaining a copy of the DA Form 2141
(DebtLiquidation Schedule).

4. Responsibilities.
a. Pay specialist.
b. Pay Team Leader.
c. Chief, Military Pay Branch.
•̂ •5. Procedure. Pay specialist, a. Prepara-

tion and submission of a Notice of Pay Change
(DA Form 2350) or the document authorizing the
change. Paragraph 31-23, AR 37-104 prescribes
the details on preparation of notices of pay
changes. Paragraph 31-24, AR 37-104 lists the
documents which are authorized to notify the Fi-

nance Officer of pay account changes, and the time
the documents are to be submitted.

b. Preparation and submission of DA Form
$361 (Transmittal for Notices of Pay Change).

Pay specialist.
(1) DA Form 2351 will be used to forward

the notices of pay change and/or docu-
ments to the division finance office on a
regular basis. The preparation and sub-
mission of this form is described in para-
graph 31-25, AR 37-104. After DA
Form 2351 has been prepared and docu-
ments and/or notices of pay change at-
tached, forwards them to the Pay Team
Leader.

Pay Team Leader.
(2) Reviews the forms for accuracy and com-

pleteness. Forwards them to Chief,
Military Pay Branch.

Chief j Military Pay Branch.
(3) Signs the DA Form 2351.
(4) Dispatches the DA Form 2351 and at-

tachments to the division finance office.
c. Action upon receipt of copy of pay voucher.

The division finance office will return the number
2 copy of a paid voucher to the Personnel Service
Division. Upon receipt of this copy, the follow-
ing action is taken:

Pay specialist.
(1) Ascertains that all required changes have

been made and that collection has been
effected on partial payments, if any.

(2) Examines the "Remarks" section of the
number 2 copy to determine whether a
debt liquidation schedule has been estab-
lished, revised or settled, and annotates
the FDRF accordingly..

(3) If requested changes have not been made
or if corrections appear necessary, noti-
fies the division finance office immediately
by means of a Notice of Pay Change.

(4) Files the number 2 copy on the right side
of the individual's FDRF.

(5) De»troy the file copy of DA
Fora 2350.
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PROCEDURE 5-4
OUTPROCESSING FINANCIAL DATA RECORDS FOIDERS (FDRF) UNDER

THE PUNCHED CARD MILITARY PAY VOUCHER SYSTEM

1. References. Paragraphs 31-27 through 31-31,
AR 37-104; Procedure 6-2, DA Pam GOO-8.

2. Forms used.
a. DA Form 1996 (Tax Withholding Record).
6. DA Form 2139 (Military Pay Voucher (MPV)).
c. Numbers 2 and 5 copies of DA Form 2349

(Military Pay Voucher (MECH)).
d. DA Form 2356 (Payroll Suspense Documents

Envelope).
e.. DA Form 2143 (Financial Data Records

Folder (FDRF)).
/. DA Form 14-159 (Notice of Transfer In-Out-

Intrapost).
g. Checklist (fig. 7-1.1, DA Pam 600-8).

3. Discussion. Procedure 6-2, DA Pam 600-8
prescribes actions to be taken upon transfer of
individuals under the manual MPV system. The
actions to be taken under the punched card MPV
system are similar, except as indicated in these
procedures.

4. Responsibilities. Pay specialist.

5. Procedure, a. Discontinuance of punched card
pay account.

Pay specialist. Pay accounts under the punched
card system will end on the last day of the month
prior to the month the individual—

(0 Is transferred on a permanent change of
station (PCS) or is ordered on temporary
duty (TDY) and takes his FDRF.

(2) Recieves an intrapost transfer to a unit not
operating under the punched card MPV
system.

(.'i) Is absent in a nonpay status.
(4) Is .separated and not immediately reen-

listed.
6. Transfer on PCS or TDY orders and takes

FDRF.
Pay specialist.
(1) When a soldier reports for Outprocessing,

prepares and submits to the division
finance office a DA Form 14-159 (Notice of
Transfer) according to instructions in
Procedure 6-2, DA Pam 600-8. If a
partial pay or advance pay is desired,
submits a manual MPV (DA Form 2139)

with the notice of transfer. The division
finance office will make payment and
return the number 2 copy of the paid
special voucher, the number 5 copy of the
prior regular monthly payment and the
Payroll Suspense Documents Envelope
(DA Form 2356).

(2) Upon receipt of these documents, follows
the action prescribed in Procedure 6-2, DA
Pam 600- 8 and takes the following actions
to prepare a DA Form 1996 (Tax With-
holding Record):

(a) Enters the disbursing station symbol
number and the cumulative tax informa-
tion as shown on the number 5 copy of
the last regular MPV in the appropriate
columns for the month the individual was
last paid.

(6) Enters "year to date" on the same
month line of DA Form 1996 in the
column headed "Voucher Number."

c. intrapost transfers.
Pay specialist.
(1) When an individual is transferred out of

the division, prepares a Notice of Transfer
(DA Form 14-159) showing the new
organization designation. The division
finance office will advise the Personnel
Service Division whether or not the new
organization is under the manual or
punched card MPV system. If it is under
the manual system, procedures in 6 above
apply, except that a partial or advance of
pay will not be made. If the individual's
new organization is under the punched
card MPV system, the only action required
is that the individual's FDRF be trans-
ferred to the gaining personnel officer
upon receipt of the documents from the
finance office.

(2) If the individual is transferred to another
unit in the division, prepares a notice of
transfer to the finance office showing the new
unit designation and transfers the FDRF
to t£e pay specialist serving the unit to
which the individual is transferred.
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d. Separations. Below are actions to be taken in
connection with various types of separations:

Pay specialist.
(1) Final—no immediate rcenlistment.

(a) Prepares and forwards to the division
finance office a notice of transfer an-
notated "Separation—30 Sep 61."

(6) Takes action indicated in 6 above less
preparation of an advance or partial
pay MPV.

(2) Immediate reenlistment.
(o) Prepares manual MPV's (Final/Reenl

and Reenl Bonus) for payment of items
which accrue by reason of separation
(accrued leave and travel allowance)
and reenlistment bonus. Sec Procedure
6-8, DA Pam 600-8.

(6) Upon receipt of the number 2 copy of
the paid regular MPV for tbe month
in which separation occurred, checks the
tax to date thereon to assure that the
tax figures were properly recorded.

(c) If no amounts accrue to the individual
by reason of separation, prepares a
manual "Statement of Account" MPV.

e, Individual absent in a nonpar/ status. When it
has been ascertained that an individual has entered
a nonpay status, takes the following action:

Pay specialist.
(1) Prepares and submits a notice of transfer

to the division finance officer. Enters in
the remarks column of the Notice of
Transfer the individual's status and re-
quests the number 5 copy of the last
regular MPV and any substantiating
documents, for example: "AWOL—Re-
quest number 5 copy of MPV and DA
Form 2356."

(2) Upon receipt of the above documents—
(a) Posts any changes to the individual's

pay status not already recorded on the
number 5 copy of the MPV.

(6) Prepares Tax Withholding Record (DA
Form 1996) for the individual.

(c) Maintains the individual's account num-
ber and the manual procedures until
such time as the account is reestablished
under the punched card MPV system,
or appropriate disposition is made of
the record.
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PROCEDURE 5-5
REPORT OF SAVINGS PROGRAM

1. Reference. None.
2. Form used.

5-5.1).
Report of Savings Program (fig.

3. Discussion. A report of savings program will
be prepared for the unit commanders and consoli-
dated reports will be prepared for each unit and bat-
talion commander and the division savings officer.
The Military Pay Branch will prepare the reports
at the end of the designated reporting period. The
suggested format shown in figure 5-5.1 may be used
in rendering this report. This format may be
modified to meet local requirements.

4. Responsibilities.
a. Pay specialist.
6. Pay Team Leader.
c. Chief pay NCO.
d. Chief, Military Pay Branch.

5. Procedure, a. Pay specialist. Prepares the
Report of Savings Program as follows:

*(O Addresses 3 copies of the report form to
the commander for each unit served.

(2) Enters the required information in the
report form as follows:

(a) In column (a), the numerical designation
of the unit, such as, "329th Ord Co."

(b) In column (6), the total assigned military
strength on the last day of the reporting
period as shown on the morning report.

(c) In column (c), the number of officers and
enlisted personnel who are buying savings
bonds by payroll deduction. This can
be obtained by counting the Financial
Data Records Folders with Class B or
Class Bl allotment notations on the
right side.

(d) In column (d), the quotient is obtained
by dividing the number in column (c)
by the number in column (b), and the
percentage is obtained by multiplying
the quotient by 100.

(e) In column (e), the number of enlisted

personnel assigned to the unit on the last
day of the reporting period as shown on
the morning report.

(/) In column (f), the number of individuals
making deposits by payroll deduction
and cash deposits during the reporting
period. This information can be ob-
tained from the Summary Sheet for
Soldier's Deposit Tickets (DA Form
2080) by subtracting the number of
deposit tickets as shown in "Remarks"
from the number of tickets shown in "6"
of DA Form 2080.

(g) In column (g), the quotient is obtained
by dividing the number in column (f)
by the number in column (e), and the
percentage is obtained by multiplying
the quotient by 100.

b. Pay Team Leader.
(1) Reviews the report form for accuracy and

completeness.
(2) Using the same report format, prepares in

triplicate a consolidated report for each
battalion. Addresses the report to the
appropriate battalion commander. The
report will list, by unit, the data shown on
the unit report forms.

(3) Forwards all copies of both reports to the
chief pay NCO.

c. Chief pay NCO.
(1) Detaches a copy of each unit and battalion

report.
(2) Prepares a consolidated report, using the

same report format, in triplicate and
addressed to the division savings officer.
This report will contain the data by
battalion and separate company.

(3) Files a copy of each report in a savings
reports file.

(4) Forwards all remaining copies of the reports
to the Chief, Military Pay Branch.

d. Chief, Military Pay Branch. Signs and dis
patches the reports to the appropriate addressees.
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REPORT OF SAVINGS PROGRW

TO:

ORGANIZATION

a

TOTAI£:

PERICD COVERED
From To

TOT:
Commanding General
99th Inf Division
Ft. MUler, Utah

SATINGS BONDS
Total

Strength

b

So. of
Partlci -

panta
c

FOR THE CCMHANEER:

Percent-
age

d

SOIX1M&' DEPOSITS
Enlisted
Strength

e

No. of
IV

Depositing
f

Percent-
age

E

RICHARD EVANS
OIC , W-3, USA
Asvt Adjutant

1.
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PROCEDURE 5-€
INITIATION AND MAINTENANCE OF LEAVE RECORDS

*1. References. AR 630-5; appendix 6-V, DA
Pam 600-8.

2. Fomu used.
a. DA Form 481 (Military Leave Record).
6. DA Form 1049 (Personnel Action),
c. DA Form 2143 (Financial Data Records

Folder (FDRF)).

3. Diaeossioti. Unused leave represents money,
therefore, leave records must be kept current and
accurate. Control procedures must be established to
insure that all leave is entered on the leave record and
that entries are accurate. Careful audit and verifi-
cation of the leave balance must be made annually,
and when the leave record is being closed out, to
prevent overpayments to individuals and the cost
involved in attempting to recover overpajinente.
All entries on the leave record should be made by
typewriter if possible, except item 4 which is made in
pencil. Each pay specialist should be supplied with a
locally reproduced computation chart complete with
codes for entering the different kinds of periods for.
which leave does not accrue. This procedure is
divided into 12 separate actions as follows:

o. Initiating leave record.
6. Informing unit commanders of individual's

accrued leave.
c Posting leave from morning report.
d. Excess leave.
c Computing leave and posting leave entries from

travel vouchers
/ Correcting error on leave record.
g. Remaking leave record.
h. Balancing leave record.
;. Audit ing leave record of reassigned personnel.
j. Auditing leave record of fxrsonnel being

separated.
k. Procedure when leave record i? filled.
t. Furnishing information affecting the leave

record to the Machine Processing I'nit.

4. Responsibilities.
a. Pay specialist.
b. Pay Team Leader.
c. Chief, Military Pay Branch.
d. Processing clerk (Procedure 6 6).

5. Procedure, a. Initiating Military I*eavc Record
(DA Form 48J). Leave records are initiated in

accordance with the provisions of AR 630-5 for those
personnel not subject to reception processing, and
when the old leave record has been closed out.

(1) Pay specialist.
(a) To initiate a leave record (see fig. 1,

AR 630-5) the following entries will be
made with typewriter or blue-black
ink unless otherwise stated:

Item 1. Self-explanatory
Item £. Opening date of the period

to be covered by the new
leave record.

Item S. No entry until the leave
record is closed out.

Item 4- Makes entry in pencil. Self-
explanatory.

•it Item 5. Signature block for the Chief,
Military Pay Branch
when there is a plus or
minus entry in item 8d.

(6) Takes the leave reeord to the Pay Team
Leader if there is an entry in 8d other
than "None."

(2) Pay Team leader.
(a) Reviews the leave record for correctness.
(6) Obtains the Chief, Military Pay Branch

signature in item 5b.
(c^ Forwards the leave record to the pay

specialist.
(3; Pay specialist. Upon return of the leave

record—
(a) Places the leave record in the FORK.
(f>) Refiles the FDRF.

b. Informing unit commanders of individuals
accrued leav.

(11 During inprocessing each individual 's leave
balance will be computed and entered on
information sheet which is forwarded to
the unit commander. (See Procedure
3-15.)

(2) To keep the unit commander informed of
each individual's accrued leave, a quarterly
accrued leave report will be prepared for
each unit as follows:

Pay specialist.
(a) Prepares 3 copies of a unit roster to

include name, grade, and service number
of each individual assigned or attached.
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Addressograph plates may be used for
this purpose.

(b) Computes the leave balance for each
individual by using an "as of" date of
31 December, 31 March, 30 June, or
30 September, as appropriate. This
computation is not recorded on the Mili-
tary Leave Record.

(c) Posts the computed leave balance to the
unit rosters,

(d) Prepares a DD Form 95 (Memo Routing
Slip) addressed to the unit commander.

(e) Assembles the following documents:
/. DD Form 95 addressed to the unit

commander.
£. Original and 1 copy of the new roster.
S. Retained copy of the previous quarterly

roster.
4- Military Leave Record of each indi-

vidual listed on the roster.
(/) Forwards the assembled documents to

the Pay Team Leader not later than the
8th workday of January, April, July, or
October, as appropriate.

(g) Files the retained copy of the new roster.
(3) Pay Team leader. Upon receipt of the

assembled documents —
(a) Reviews the computations and returns

the Military Jxiave Records to the pay
specialist. Destroys-the retained copy
of the roster for the previous quarter.

(6) Signs the DD Form 95 and dispatches.
(4) Pay specialist. Uses the retained copy of

the roster to compute the leave balance
for the next quarterly roster as follows:

(a) Adds the accrued leave to the balance
indicated on the retained roster. Leave
accrues at the rate of 2}^ days for each
month of active service, except for the
periods listed in AH 630 5.

(6) Subtracts the total leave taken since the
last accrued leave report from the sum
in (a) above. This is the leave balance
to be entered on the new quarterly
roster.

(5) This report will not be prepared if punched
card machines are available. In this case,
accrued leave information will he furnished
commanders on the Personnel Qual i f ica t ion
Roster (DA Form 2473).

c. Posting leave from morning report.
(1) Pay specialist.

(a) Upon receipt of a morning report con-
taining an entry on an individual in-
volving leave—

/ .Obtains the individual's FDRF and
withdraws the Military Leave Record.

2. Types items 6a, 6d and Ge from informa-
tion on the morning report.

3. Initials the left margin of entry on the
morning report to indicate action has
been completed.

4. Forwards the morning report to records
clerk.

J. Places the leave record in the 31-day
suspense file for the date following last
day of leave.

G. Refiles the FORK.
(6) Upon receipt of morning report contain-

ing an entry on an individual returning
from leave—

J. Withdraws the leave record from 31-day
suspense file.

?. Types entries in items Oh and Oc.
5. Initials the left margin of the leave

entry on the morning report and at-
taches the morning report to the leave
record.

4- Upon completion of posting all other
entries on the morning report, gives
morning report and leave record to
the Pay Team Leader.

(2) Pay Team Leader. Reviews the entry on
leave record for correctness. Returns tht
leave record to the pay specialist. For
wards the morning report to the record:
clerk.

(3) Pay specialist.
(a) Places the leave record in the /• Dill" am

refiles i t .
(6) If an individual 's return from leave i

not recorded on the proper morninf
report, checks with reports clerk tf
ascertain if individual is present foi
d u t y .

d. Krcess leare. Excess leave may be approved
up to 30 days in the Personnel Service Division.
Requests for periods of excess leave from 31 to 60
days will U; forwarded to the major commander for
approval. Requests for excess leave over GO days
will be forwarded through the major commander to
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the Chief of Personnel Operations, Department of
the Army, for approval. See AR G30-5 and Pro-
cedure 4-23 for information concerning requests for
excess leave. Requests for excess leave will be
prepared in the individual's unit and 2 copies of the
request (DA Form 10-19) will be forwarded to the
Personnel Action Branch in the Personnel Service
Division, If the request for excess leave is approved,
takes the action indicated in (i)(a) below. Excess
leave is sometimes erroneously granted as ordinary
leave. Whenever posting or auditing of the leave
record reveals that the individual is or was in an excess.

C 1, AR 600-16

(d) Distributes the DA Form 1049 as follows:
/. Original copy to the individual.
2. Duplicate copy to the unit commander

for morning report entry.
S. Duplicate copy to the reports clerk

(suspends for morning report entry,
if applicable).

.{. Duplicate copy to the pay specialist
(suspends for collect ion cut ry on
MPV).

leave status, take the action indicated in (1)(6)
below.

(1) Pay specialist. Takes the following action
for approved excess leave.

*(a) When the excess leave entry appears on
the morning report, enters the total
number of days in pencil in Item 8c of
DA Form 481 as days excluded. Does
not enter as leave taken on DA Form
481, but posts Item 9. Files the
original copy of DA Form 1049 with
tbe individual's DA Form 481.

(6) Processes excess leave erroneously
granted fle ordinary leave as follows:

/. Computes the period of excess (days
excluded must be considered when
computing excess leave),

f. Prepares 5 copies of DA Form 1049
^fig. 5-6.1). The individual will be
required to report to the PSD to audit
his leave record only if there is no
occasion for a pay specialist to visit
his unit or battalion headquarters
during the 5 days following preparation
of letter.

3. Attaches the computation to the leave
record and DA Form 1049, and for-
wards it to the Pay Team Leader.

(2) Pay Team Leader.
(a) Reviews the excess leave computations

for accuracy.
(6) Returns the leave record to the pay

specialist with instructions for corrective
entries or remaking,. depending upon
whether the period of excess leave is
current or in a prior period,

(c) Reviews the DA Form 1049 and obtains
the signature of the Chief, Military Pay
Branch.

e. Computing and posting leave taken in connection
with authorized travel.

(1) Pay specialist. Upon return of a copy of
a processed travel voucher (SF 1012a) from
the division finance office, obtains the
FDRF and withdraws the leave record, or
withdraws the leave record from 31-day
suspense hie.

(a) Subtracts the official travel time indi-
cated on the reverse side of the SF I0l2a
from the reporting date. This date is
the first day of travel. The day preced-
ing the first day of travel is the last
day of leave. The date of departure
from the post or installation is the first
day of leave.

Makes entries to
conform to the computation.

(6) Enters the amount and period of leave
charged to individual under the official
travel time.

(c) Takes leave record and travel voucher
to Pay Team Leader.

(2) Pay Team Leader.
(a) Reviews the leave entry for correctness.
(b) Returns the leave record and travel

voucher to the pay specialist.
(3) Pay specialist.

(a) Replaces the leave record in the FDRF.
(6) Refiles the FDRF.

/. Correcting error on leave record.
(1) Pay specialist. If an erroneous entry on

a leave record is discovered, takes the
following action:

(a) Draws a single fine line in ink through
the erroneous entry without destroying
its legibility.

(6) Makes the correct entry.
(c) Takes the correct leave record to Pay

Team Leader,
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(2) Pay Team Leader. Reviews the correction
and new entry for correctness, obtains the
initials of the Chief, Military Pay Branch
and returns the leave record to the pay
specialist.

(3) Pay specialist. Replaces the leave record
to the FDRF and refiles it.

g. Remaking a leave record.
(1) Pay specialist.

(a) When a leave record becomes illegible
or mutilated, it will be replaced with
a new record. With the exception of
torn or mutilated records, legibility
should be the major factor to be con-
sidered in remaking a leave record.

(b) Should it be necessary to remake a leave
record—

/.Types a new DA Form 481, repeating
all information on the old record
except erroneous entries.

?. Types a statement in tbe first unused
line under items ft through 8, such
as "Remade 1"; Nov 61 at Hq, 99th
Inf Div."

3. Proofreads the new record against the
old record with the Pay Team Leader.

4. Audits the leave record.
5. Gives the leave record to the Pay Team

Leader.
(2) Pay Team Leader.

(a) Checks the audit of leave record.
(b) Obtains the initials of the Chief, Military-

Pay Branch in the "Remade" state-
ment and his signature in the Audit
and Verification of Leave Balance section
of the leave record.

(c) Destroys the old DA Form 481.
(d) Returns the remade DA Form 481 to

the pay specialist.
(3) Pay specialist. Places the remade DA

Form 481 in the FDRF and refiles it.

h. Balancing leave record. Once each year, as of
30 June, the leave record will be balanced and the
leave account audited and verified. To insure
accuracy, an adding machine should be used for
this purpose from the date of initiation.

(1) Pay specialist.
(a) Obtains the individual's 201 file from the

records clerk.

(6) Checks section 6, DA Form 24 to insure
that all days excluded are entered on
leave record.

(c) Subtracts all days of leave taken from
all leave credited and enters the balance
in the "Balance Available" columns of
the leave record.

(d) Types the nume, grade, SN, and organ-
ization of the Chief, Military Pay Branch
in space provided on reverse of leave
record.

(e) Attaches the adding machine tape to
leave record.

(.0 Places the FORK in the 201 file, together
with the leave record and gives it to
the Pay Team leader.

(2) Pay Team Leader.
(a) Audits and verifies the leave balance by

following procedures outlined in ap-
pendix fi-V, DA Pam 600-8.

(6) Forwards the leave record and audit to
the Chief, Military Pay Branch.

(3) Chief, Military Pay Branch.
(a) Reviews each leave record.
(6) Initials the annual balance entry and in

the space provided for identification of
initials on the reverse of the leave record.

(c) Returns all records to the pay specialist.
(4) Pay specialist.

(a) Returns the 201 file to the records clerk.
(6) Checks to insure the Chief, Military' Pay

Branch has initialed each leave record.
(c) Follows the procedure in i ( l ) (b) below.

t. Auditing leave records of reassigned personnel.
(1) Pay specialist.

(a) On the day prior to the date the individual
is to report to the Personnel Service
Division for final Outprocessing, takes the
action indicated in h(l)(a) and (6) above.

(6) Subtracts all days of leave taken from
leave credited during the audit period
and enters the audit period and leave
balance in the appropriate, columns on
the reverse of the leave record.

(c) Hefiles leave record in the FDRF.
(2) Pay specialist. (lives the FOR!1' to the

records clerk for inclusion in the 201 file
and forwarding to the Processing Team
Leader.

(3) Chief, Military Pay Branch. Signs the
Audit and Verification of Leave Balance
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section, and returns leave record to
processing clerk.

j. Auditing leave records of personnel being sep-
arated.

(1) Pay specialist. In addition to the action
indicated in t(l)(a) and (6) above—

(o) Types entries in item 3, 10, 11, and 12
according to the instructions in AR
630-5.

(b) Draws diagonal line through the re-
maining spaces in items 6, 7, 8, and 9
(see fig. 1, AR 630-5).

(c) Follows the procedure in i(l)(c) and i(2)
above.

(2) Chief, Military Pay Branch. Signs item
13 and the Audit and Verification of Leave
Balance section, and returns leave record to
processing clerk.

k. Procedure when leave record is filled.
Pay specialist.
(1) When a leave record is not being closed out

and the lines in item 6, 8, or 9 are filled, or
within 2 lines .of being filled, adds an
additional page.

(2) To add a new page, first completes all the
lines in any of items 6, 8, or 9, then "X"
out items 10 through 13 on the original
sheet. Then fastens a new copy of DA
Form 481 on top of the completed leave
record (cellophane tape is recommended
when leave record entries are made by
typewriter). Completes items 1 and 4 on
the new page and makes appropriate
adjustment in item 4 of preceding pages.
This procedure is followed for additional
pages. When the space for entries on the
reverse of the leave record is filled, attaches
a separate 8 by lO^-inch sheet of bond
paper to the leave record. These pages
need not be numbered, and will be filed
behind the numbered pages on the leave
record.

J. Furnishing information affecting leave record to
the Machine Processing Unit.

Pay specialist. Obtains a Personnel Qualifications
Processing Card (DA Form 2469-1) from the
individual's 201 file and enters a new leave balance
when any of the following occasions occur:

(1) Upon receipt of the number 2 copy of a
paid Final/Reenl MPV on which an
individual received cash settlement for

AR 600-16

accrued leave. Enters on the card a "0"
leave balance, as of the date of discharge.
Forwards the card to the reports clerk.

(2) On completion of the annual audit of leave
records, and upon return of the leave
records from the Chief, Military Pay
Branch 0(3) above) obtains the Personnel
Qualifications Roster prepared as of 30
June. Reconciles leave balances shown on
the roster and audited leave records.
Resolves differences between balances by
correcting the balance on the leave record
or the roster, as appropriate. If the Per-
sonnel Qualifications Roster was in error,
enters the correct leave balance as of 30
June on the card and forwards the card to
the reports clerk. During the reconciliation,
identifies those individuals who had a
balance in excess of 60 days as of the 30
June audit, and for whom the balance on
the leave record reverted to and was
recorded as 60 days. Enters on the card
a new leave balance of 60 days as of 30
June. Forwards the card to the reports
clerk. Refiles the leave records in the
FDRF when the reconciliation is com-
pleted.

(3) Upon receipt of notification that individual
has been absent from duty for a period of
more than 1 day as a result of intemperate
use of drugs or alcoholic liquor, or because
of disease or injury resulting from his own
misconduct, .takes the following actions:

(a) Totals the period of absence together
with any other period of absence for
which leave did not accrue since the last
time the leave record was audited.

(b) Determines the number of days leave
credit to be subtracted from the current
balance by using the scale provided for
this purpose in AR 630-5.

(c) Subtracts the number of days leave credit
determined in (b) above from the current
leave balance and posts the new leave
balance as of the current date on the
card to the reports clerk.

Note. Personnel Qualifications Processing
Cards prepared to show new leave balances for
any of the above reasons must have the "aa of"
date for which the new leave balance was
computed. This date is written on the face of
the card, for example, "Lv Bal as of... <**_*?.'....".
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C 1, AR 600-16

»: THRU: CO
TOt SP4 James

329th Ord
Ft Miller,

PERSONNEL ACTION om

(AR MO-IS) 1 Dec 1961
S U B J E C T

Exceaa Leave

R, Campbell
Co
Utah

CG, 99th Inf Div
Ft Killer, Utah

1. Audit of your Military Leave Record ^DA Fcrm 3̂1) reveals you were in an
excess leave status from 8 May 61 to 12 Mav 61 inclusive. Periods of excess leave
are without pay and allowances. Since there is no evidence of collection or re-
payment contained in your Financial Data Records, a charge will be made against
pour pay account to collect (5) five days basic pay, (clothing allowance), (and
leave- rations), paid to you for the above period.

2. ( ) .It is requested that you audit your leave record at the Personnel
Service Division within 5 workdays after receipt of thia correspondence.

(l) A representative of the Military Pay Branch win visit your (Co or
Eta Hqs) on (far and date). Arrange with your commanding officer to be present at
that time to audit your leave record.

3. The unit morning report of the unit to which you were assigned during the
leave period will be corrected to reflect the excess leave status.

4* If this indebtedness will prove a severe financial hardship you may request
repayment of the amount by monthly installments. Request will be submitted on
DA Form 1049 under provisions of Section IV, Chapter 13, AR 37-104. Circumstances
concerning the hardship must be included in your request. Final determination of
the amoxmt of repayment by monthly installment rests with the______________.

(Co, Me, or Div Comdr
Failure to autmit a request for repayment by installment within ( 5 ) five workdays
rt.ll result in the entire amount being applied against your next regular monthly
pay voucher.

FOR THE COMMANDER!

CHARD EVANS
cwo, u-3, USA
Asst Adjutant

USK run* FAFX» rot CONTINUATION OF

DA, B? ..1049 RCPLACK* EDITION OF 1 OCT ••. WHICH l» OBSOLKTC CtO. 1*M O. Mlllt

6-4.1.
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APPENDIX 5-1
PROCEDURAL INTERACTION CHART

Personnel
Action Branch

4-5
4-6
4-26

4-27

Personnel
Recorda Branch

&-1
6-2
6-3

&-4
6-5
6-6
6-9
6-10
6-14
6-15
6-22

Office
Services Unit

7-2
7^4

7-7
7-8
7-9
7-11
7-14

Genera!

Appendix 2-1
Appendix 2-II
Applicable procedures contained

in DA Pam 600-8.

I
A5-1
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^APPENDIX

CONVERSION FROM DA PAM 600-S TO MANUAL AND PUNCHED CARD MPV SYSTEM
ProoMun
namtMr

ftgttuunbte Muni Ponabvlwd Rtnttrkt

6-1 6-7.

6-9.

6-9.

6-9.

6-9.

M(2) (a) and
(W-

6-2. 6-11

General. Make the following
word substitutions wherever
they appear:

UPS—change to PSD.
Subsection—change to branch.
Unit Personnel Section—change to

Personnel Service Division.
Pay Supervisor—change to Pay

Team Leader.
Personnel Officer—change to

Chief, Military Pay Branch.
This procedure is applicable when

inproccseing ie performed in
PSD.

Delete "a draft of" in last sen-
tence.

Delete "a draft of"
paragraph.

Delete.

in this sub-

Delete "Administrative Support
Subsection" and insert "pay
specialist."

No change when Outprocessing of
the FDRF is accomplished at
the PSD and the individual is
present.

When outprocesaing is accom-
plished at an outproceesing site,
delete paragraph 4 and sub-
stitute the following:

"Fifteen days prior to an in-
dividual's separation or depar-
ture date the pay specialist gives
the FDRF to the records clerk

Same as Manual.

See Procedure 6-1 for in-
proceeslng outside of
PSD.

In the PSD, the pay
specialist does his own
typing.

Same as above...........

Same as Manual.

Same as Manual

Same as Manual.

Same as Manual

Same as Manual

Same as Manual

The Individual will be
present during this
phase of the out-
proceesing of his
FDRF.

Use Procedure 5-4
together with Pro-
cedure 6-2, DA
Pam 600-8.

Same as Manual..... Same as Manual
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6-3.

6-11......

6-12.. ..
6-12... ..
6-15.. ...

5«{6)-. ......

5o(6). .......
56......... ...

for inclusion in tbe 201 file and
forw&rdiog to the Processing
Team Leader. At the out-
processing site, the pay spe-
cialist member of the out-
proceesing team will take the
actions prescribed In paragraph
5a( 1) through 60 (4) below.
Upon return of the FDRF, the
pay specialist in the composite
team takes the following actions'.

a. Initiates action to obtain
missing documents as prescribed
in paragraph 5a(4), If necessary.

6. Two days prior to the date
the individual reports to the
transfer activity for separation
or prior to hin date of departure,
completes the records process-
ing as prfiecribed in paragraph
5o(6) through 5a(8).

c. Gives the FDUF to the
records clerk for inclusion in the
201 file and forwarding to the
processing clerk.

No change. .. ... - . . . . . . . . . ._

No change.
No change.
No change.

Delete "either" and
"or a copy of the
orders effecting re-
assignment."

Delete...... .....---.
Delete first sentence..-
Delete and substitute

the following: "Place
triplicate copy of
DA Form 2351 to-
gether with dupli-
cate copy of DA
Form 2350 in unit
payroll file pending
return of duplicate
copy of DA Form
2351 from the divi-
sion finance office."

Orders are not used at
a means of notifica-
tion of transfer.

Same as above.
See Procedure 5-4.
See paragraph 31-25,

AR 37-104.
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CONVERSION FROM DA PAM 600-8 TO MANUAL AND PUNCHED CARD MPV SYSTEM—Continued
Procedure
number

6-3.--...

6-4.......
6-5.......

6-6A......

6-«B._.___
6-6C......
6-6D....._

fr-6E.._...

F»t» number

6-15......

6-17... ..
6-23-....

6-25.....

6-29..-.-
6-30.....
6-30. 2.. .

6-31.....

Paragraph Dumber

5c. ......... .-

5a.-_. _..„.-

60...........

MADtul

No change. . ........ ............

No change...-.......-.-..,.. , __
No change... . . . _ _ , . _ . . _ , . . . . _ , _

No change. ..._---..._... ...._..

No change, . . . . _ . . . _ . . . ____ .___ .
N o change. . . . ._ . . . . ._ ._. .____. .
Add to this subparagraph: "If DA

Form 1307 Is maintained by the
pay specialist make appropriate
entry on the form and file It on
the left side In FDRF."

N o change. ._..... .._........,.

Remark*

Pay specialists will pre-
pare D D Form 1 37 only
in connection with
Class Q Allotment.

Punobad card

Delete and substitute
the following: "Upon
receipt of annotated
duplicate copy of
DA Form 2351 and
copy of DA Form
10-243 (Roster and
Statement) if appli-
cable remove and
destroy the tripli-
cate copy of DA
Form 2361. File du-
plicate DA Form 2351,
DA Forms 2350 appli-
cable thereto and the
copy of the DA Form
10-243 in the unit
payroll file."

NA.
NA. ............ ....

Delete all references to
entries on MPV and
submission of DD
Form 137 to FA
AO.

Same aa above ........

Same as Manual. De-
lete all references to
entries on MPV.

Delete all reference* to
entries on MPV.

RoOttttx

Same as above.

Advise Finance of leav«
by Notice of Pay
Change.

See paragraph 31-24
AR 37-104.

Same ai above
Same u above
Same at above

Same aa above
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6-7.

6-8...
6-9...
6-10A.

6-10B.

6-10C.
6-10D

6-11 -

6-12 .

6-13.

fr-14.

6-36.....

6-37.....
6-41---.-
6-45.....

6-46... .

6-47....,
6-48.....

6-48 . ....
6-*8___. ,
6-48....,
6-48.....
6-48... .
0-48. 1. .
6-̂ *9 .....
6-49....,
6-51.....
6-62... .

6-52 .. .

6-63... .

6-55....

6a ( l ) ( a ) - . - - - .
«r(l)..,_... .

56(2).......
5e(2)_-, ......
5«(3)......._.
5e(4). -...-...
^ f . ..........
5v. .........
5o(l). .......
56(1)........
5o. .........
56(4)..-.....

56(6),-.......
5e(l). _ _ . _ . . _ _

5 e ( 2 ) _ _ . _ . . _ _ _
M(l)(o)._.. . .
bd (1) (6). (c)

and (d)
5d(2)and (3).

No change...... ............ ...

No change, ...................

No change. ..... .......... ...

No change. . . . . . . . . . ......

No change. ...... ...... ... ...
Change the word "give" to "for-

ward "
Delete . . . . . . . . ._._... . . . . . . . . ,
No change.... ,.. ....... ......
No cliango.... .............. ..,
No change... . , . _ _ . _ _ _ _ . ... ...
No change..-. ... .....
No change ........... ........ ...
No change ...... . _ . . _ . _ _ _ ...
No change... ... ...... ..
No change. . . _ . . _ . . . _ _ . .
No change. ._............._. ,.

N o change.... - - - . _ . . _ _ _ _ _ _ _ _ _
No change... . , . . . . . . . „ . _ _ , ..

No change........... ......
No change. ...... .._.,.
No change.--. ..-...-.,..._....

No change. _........_._.,.... ...
No change.... ....... .....

No change. — ..--...- _ _ „ . _ .

See Procedure 1 1 3-3,
AR 600-17.

Delete all references to
entries on MPV.

Same as Manual ......
Same as Maimul. .....
NA ...... ........

NA . . . ............

N'A . ............
Same as Manual - , _ - . .

Same as Manual
NA ...... ........
Same as Manual
Same as Manual
Same as Manual
Same as Manual
NA. .. .............
NA. .. ..-....--.-..
Same as Manual
N A _ . ..-..-. - - - - - - - - -

Same as Manual
N A . . - . . . - . - - - - - - - -

Same ae Manual
NA. ................
8am*; as Manual

Same aa Manual
Same as Manual-

Delete all references to
posting the No. 5
worksheet copy of
MPV and the DD
Form 139.

Notify FO by means of
Notice of Pay Change

or authorising docu-
ment.

See Procedure 5-4
Same as above
Sec Procedure 6-3, and

paragraph 31-26, AR
37-104.

See paragraph 31-24,
AR 37-104.

Same as above
Same as above

Same as above

Same as above
Same as above?

Notify FO by Notice of
Pay Change and file
DA Form 2467 on
left side of FDRF.

Notify FO by Notice of
Pay Change.

Same as above

Same as Manual

See paragraph 31-24,
AR 37-104.
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CONVERSION FROM DA PAM 600-S TO MANUAL AND PUNCHED CARD MPV SYSTEM—Continued
Prondnre
numb*-

f t f » number Parecnpb DomtMK Manual Remwfca Punohedtivd

6 15 6-57. 5o.

6-16.

6-fV8..

6-63.

5 6 and e . -~ --

6-63.

6-63.

5o(4).

6-17.
6-18.

6-67.
6-71.

Delete and substitute the fol-
lowing:

"Upon receipt of partially
prepared DA Form 1341, the
pay specialist will complete
item 20 and insure thp allot-
ment authorization is proper for
processing and return the No.
3 copy of the form to the indi-
vidual. The pay specialist
processes the form in accord-
ance with 6 and c below."

No change........ . . . . . . . . . . .

Individual will forward
partially completed
and signed DA Form
1341 to P8D. (See
Procedure 11-3-1, AR
600-17.)

Same as Manual. Same as Manual

NA.

Delete and Rutwititute tht- follow-
ing:

"Give individual No. 3 copy
of DA Form 1341 and return his
document*. Ask individual for
his personal affairs envelope.
Makf1 necessary change to any
form pertaining to pay >n P61"-
sonal affaire envelope. Prepare
and place in the envelope DA
Form 2142 (Request for Pay
Action) for future use. Tell
Individual to report to the rec-
ords clerk so other forms In 201
file and personal affairs envelope
may be corrected, if necessary."

No change......................

See Procedure 11-3-1,
AH 600-17.

Same as Manual.

See paragraph 31-24,
AR 37-104.

Same as Manual,

NA.

No change. Disposition of the re-
maining forma is In
Accordance with para-
graphs 56(2) (6)* and
56(2) (6)0.

NA.

See paragraph 31-24,
AR 37-104.

Same M above.

No change.... ......,.,._......
Add following at end of paragraph:

"See Procedure 5-1 AR 600-16
for action to be taken during in-
processing."

See Procedure 5-1.
Same as Manual.
Same as Manual. Same as Manual
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6-19......

6-20A.....

6-20B.....
6-20C.....

6-21A.....

6-21B...-.

6-21C-....

6-22---.--

6-79..-..

6-85 and
6-86

6-86... .

6-86 ....
6-88....-

6-89..-..

6-90.---.

6-91. ...

6-97.....

6-97---..

6-97...-.

3............

5 a through d.

5e. -.-.-,....

5a.. .........

56......... .

5a(4)---.-..

6o(8)......_.

Add following at end of paragraph:
"See Procedure 5--1, AR 600-16
for action to be taken during in-
processing."

See remarks.. . . .. .........

Wherever "commanding officer"
appears in this subparagraph
add "or Class A agent."

No change.,... .. _. ......._
No change... ...................

Delete first sentence and substi-
tute the following: "Ordinarily
TD Form W-4 will bo complet-
ed in the unit and forwarded to
PSD. Howevor if the individ-
ual is at the PSD for other pur-
poses, he may request pay spe-
cialist to prepare TI) Form W-4
for him."

No change ..

No change... .... . ....

No change except as indicated
below.

In the last sentence change "Ad-
ministrative Support Subsec-
tion" to "Office Services Unit."

Same as above... _ _ _ _ . _ _ _ _ _ _ - . .

See Procedure 5- 1 -....-,

Paragraph 5 a through
d is applicable only aa
a reference in PSD.
Cash deposits will be
made to unit com-
mander or Class A
Agent. See Procedure
11-3-4, AR 600-17.

Same as above.. . _ _ _ _ , . -

Same as Manual.......

Same as Manual.......

Same as Manual.......

Same as Manual..... .
NA.................

In addition to changes
for Manual Opera-
tion, delete all refer-

ences to entries on
MPV.

NA.._. - - - . . - - - - . - _ -

Sec Remarks... ------ -

Delete all references
to entries on MPV.

Same as Manual

Same aa Manual

Same aa Manual.

Same aa Manual.

Same M Manual.
See paragraph 22-81,

AR 37-104.
Change number of ex-

emptions on DA
Form 1996 and for-
ward notice of pay
change to FO.

See Procedures 5-2
through 5-4 of this
chapter.

The FO prepares TD
Form W-2 except
for individuals paid
under the manual
MPV system for
pay period ending
31 December.

Fo'llow paragraphs SI-
23 and 31-24, AR
37-104, and Proce-
dure 6-3 for sub-
mitting Information
to FO.
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CHAPTER 6
PERSONNEL RECORDS

Section I. CHANNELS OF COMMUNICATION

6-1. General. Technical advice, guidance, and
supervision of the Personnel Records Branch origi-
nates in the Office of the Personnel Records Branch
Chief and flows into the seven composite teams
through the Records, Reports, Processing, and
Control Team Leader. Contacts with the person-
nel staff NCO's in the divisional units should follow
prescribed channels. For example, the processing,
control &nd reports clerks must have direct contact

with the personnel staff NCO's. Communications
from the records clerks in the composite teams
should be channeled through their respective Rec-
ords Team Leaders. Records Team Leaders should
communicate directly with appropriate personnel
staff NCO's. Telephone requests for information
from a 201 file may come directly from the unit to
the records clerk.

Section 0. PUNCHED CARD MACHINES

6-2. Serrice. a. A number of procedures have
been included in this chapter which apply only when
punched card machines are employed in the Person-
nel Service Division. These procedures provide for
screening personnel suspense cards, submission of
punched card feeder data and the handling of per-
sonnel rosters prepared by the servicing Data
Processing Unit and morning reports.

6. The Machine Processing Unit will be able to
accomodate further applications of reports or
procedures which are included in this chapter as
manual procedures. Some of the types of informa-
tion which the Machine Processing Unit can furnish
to the Personnel Records Branch for preparation
of reports are—

(1) Rosters of aliens.
(2) Rosters of individuals by component.
(3) Rosters of individuals by race.*
(4) Rosters of individuals claiming residence

outside of CONUS.
(5) Rosters of individuals indicating educa-

tional level.
(6) Rosters of individuals indicating security

clearance.
6-3. Preparation and updating of machine cards.

Section IV, chapter 8 of this regulation contains
procedures explaining the manner in which in-

formation is recorded on Personnel Data (DA
Form 2468-1) and Personnel Qualifications (DA
Form 2469-1) Processing Cards by the records
clerks. Chapter 8 also provides guidance on the
initial preparation of the Personnel Suspense Card
(DA Form 2470) by the inprocessing clerk, and
procedures for updating the suspense card by the
control specialist through use of the Personnel
Suspense Processing Card (DA Form 2470-1). A
copy of chapter 8 should be provided to all personnel
specialists assigned to the Personnel Records Branch
when punched card machines are being used.

6-4. Personnel suspense actions. When punched
card machines are being used, the control specialist
will provide the appropriate personnel in the
Personnel Records Branch with a notification of
suspense actions due, e.g., annual audit of the DA
Form 66, by means of a Personnel Suspense Proc-
essing Card and a Personnel Suspense Roster (DA
Form 2474). The records clerk and reports clerks
should be furnished information on reporting and
accomplishment of personnel suspense actions as
they are changed from the manual suspense system.
Otherwise, their function in the suspense system
remains unchanged.

6-1
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6-5. Augmentation when pinched card machines
are not available. When punched card machines
are not available, the Personnel Records Branch
should be augmented by additional personnel. One

additional reports clerk and one additional control
specialist should be authorised in each composite
team while the Reports Unit should be augmented
by two clerk-typists.

Section m. PERSONNEL RECORDS

6-6. Control. Both the personnel management
and personnel action specialists require the use of
tbe personnel records in performing their duties.
Consequently, the records clerk must use file charge-
out records (DA Form 1615) to maintain control of
the records. In addition, unit commanders will
occasionally request personnel records. On request
the records should be furnished the unit commander,
but at the same time, the Records Team Leader
and personnel staff NCO should devise an informal
control method of accounting for these records. If
a considerable number of these requests are received,

the Personnel Records Branch Chief should develop
a suitable substitute for the necessity of transmitting
the personnel records, i.e., a new information sheet
or periodic visits by the records clerk to the units
with their records. Periodic visits to the units
should also be considered to accomplish such
matters as the annual audit of the DA Form 41.
At the same time, the records could be referred to
the unit commander for review. These visits are
possible alternatives to procedures contained in
this regulation, and should be implemented when-
ever local circumstances dictate their feasibility.

Section IV. PROCESSING OF PERSONNEL

6-7. Inproceasing and ootproceaaug. The in-
processing and coprocessing functions of the
Personnel Records Branch are performed by special
purpose teams which usually will complete the
processing in some location other than the Personnel
Service Division, e.g., the Replacement Detachment.
When there is not a sufficient number of personnel
to be processed to require information of an out-
processing team, outprocessing will be accomplished

in the composite team. The purpose, organization,
and responsibilities of the special purpose teams are
contained in chapter 1. The Personnel Records
Branch ifl charged with the responsibility for
organizing and operating the outprocessing teams.
Although the Personnel Management Branch is
responsible for the inprocessing team, the Personnel
Records Branch is an important participant in this
function.

Section V. REPORTS
6-S. Control. The Office Services Unit maintains

administrative control of all recurring reports, and
will notify the Personnel Records Branch of suspense
dates for submission of reports. Daily reports
e.g., the Consolidated Strength Report, is not sub-
ject to this control. However, the Personnel Record,
Branch should establish an internal suspense system
for preparation of the reports in the composite teams.

Requests for special reports by personnel staff
NCO's should be referred to the Reports Team
Leader. All arrangements for preparation of the
report should be handled by the Reports Team
Leader when the source data is available in the
Personnel Records Branch. If the request involves
another branch the personnel staff NCO should be
referred to the appropriate supervisor.

Section VI. HEALTH AND DENTAL RECORDS
6-9. Responsibility. The normal responsibility

of the Personnel'Records Branch for processing,
posting and transferring health and dental records
are included in the procedures contained in this
chapter. In addition, AR 40-403 prescribes that
the health and dental records will be filed with
personnel records in combat situations. Prior to
entering combat, the Personnel Service Division

6-2

will obtain all health and dental records, and return
them to the normal custodian at the termination of
the combat situation. The Personnel Records
Branch is responsible for filing documents received
from the medical treatment facilities in the health
and dental records while they are in the custody of
the Personnel Service Division.
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Section VH. MORNING REPORTS

G-10. Uses. The morning report should be used
as a control device in the Personnel Records Branch.
After insuring that the morning report is complete
and accurate, the reports clerk should utilize a
printing and heat developing machine to reproduce
any additional copies required for use in the Per-
sonnel Service Division. The copy of the morning
report routed through the records clerk can provide
the records clerk with a checklist of the orders that
are required to l>c filed in the 201 file. For example,
an entry on the morning report may indicate that

an individual has been awarded a new Primary
Military Occupational Speciality. This entry indi-
cates that a copy of the orders awarding the new
MOS should be in the records clerk suspense file.
This copy of the morning report provides an addi-
tional control technique. After it has been initialed
by the records clerk, the Records Team Leader
should spot check to determine whether the indicated
records have actually been posted by the records
clerk.

Section Vm. INDIVIDUAL PERSONNEL RECORDS

6-11. Auditing. The inprocessing and out-
processing procedures provide measures for rou-
tinely auditing all records entering or leaving the
Personnel Service Division. However, additional
methods should be provided for auditing the records
while they are being maintained by the Personnel

Records Branch. Other methods are suggested in
chapter 7, DA Pam 600-8.

6-12. Maintenance. The procedures contained
in this regulation do not- prescribe the details of
daily maintenance of individual personnel records.
Other appropriate regulations provide guidance in
these matters.

Section IX. PROCEDURAL INTERACTION CHART

6-13. Relationship to otber branches. The
Procedural Interaction ("hart (app. G-I) lists the
procedures contained in the othrr chapters of this
regulation which affect the Personnel Records
Branch. This chart lists those procedures origi-
nating in another branch of the Personnel Service

Division which requires some type of action by
the Personnel Records Branch, and two general
procedures included in chapter 2. It does not in-
clude the routine requests for 201 files which are
contained in the procedure of other branches.
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PROCEDURE 6-1
INPROCESSING RECORDS BY THE INPROCESSING CLERK

References.

Procedure

DA Pam GOO-8, applicable regulations
relating to the forms cited on the
Records Checklist.

1. When serving as an Inprocessing Team Leader,
the inprocessing clerk performs the following func-
tions:

a. Obtains the records from the replacement.
b. Screens the records in accordance with Pro-

cedure 7-1, DA Pam 600-8.
c. Prepares a Records Checklist (fig. 7-1.1,

DA Pam 600-8) in triplicate. Notes discrepancies
on the checklist which must be corrected by the
records clerk and pay specialist.

(1) Places 1 copy in the Financial Data Records
Folder.
Places 1 copy in the 201 file-
Holds the original copy for delivery to the
inprocessing clerk in the composite team
that serves the unit to which the replace-
ment is assigned.

d. Compare? the entries on the individual's
personal Immunization Certificate (DO Form 737)
with the Immunization Record (SF 601) contained
in his health records.

(1) Determines immunization suspense dates
and enters them on a Personnel Suspense
Card (DA Form 2431 or 2470, as appro-
priate) . 1 f there is a difference in entries on
the two records, e.g., more recent dates or
omission of entries on the DD Form 737,
establishes the suspense date from the

entries on the SF 601 and corrects the DD
Form 737 accordingly.

(2) Prepares a. form letter (fig. $-t.l) to the
medical facility if the individual does
not have a DD Form 737, and establishes
the immunization suspense dates from the
entries on the SF 601.

e. Completes preparation of the Personnel Sus-
pense Card in accordance with Procedure 6-7.

/. Places the suspense card and, if prepared, the
form letter in the 201 file.

g. Gives the 201 file to the replacement and in-
structs him to report to the records clerk Inproc-
essing Team member who will conduct further
processing and direct him to the pay specialist
Inprocessing Team member.

2. As a member of a composite team in the Per-
sonnel Service Division, the inprocessing clerk—

a. Receives the, original copies of the record
checklist from the Inprocessing Team. Places the
checklist in the 31-day suspense file for a date 7
workdays from the date of receipt.

b. Receives corrected records from the pay spe-
cialist and records clerk on or before the 7th work-
day.

f l ) Returns the satisfactory records and de-
stroys the checklist.

(2) Returns the unsatisfactory records with
instructions for correction and resuspends
the checklist for an additional 3 workdays.

c. Contacts the Pay or Records Team Leader
when corrected records have not been received by the
appropriate suspense date.
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HEADQUARTERS
99th INFANTKT DIVISION

FORT HIIJ£R, UTAH

19 October 1961
SUBJECTt Immunization Record

TOt (Appropriate Hedical Facility)

1. Request a personal Immunisation Certificate (DD Form 737) be
prepared from information recorded on tbe frnunization Be cord (SF 601)
maintained in the health record pertaining to tbe individual* listed
below* Farther request tbe completed DD *braa 737 be forwarded to the
individual's unit of assignment.

HAKE GRADE SN PARENT UNIT

COL-:, JOHN R. SPii RA12 389 756 Co "Cn lljth Inf
T-CE, ABI£ L. SPij DS55 Uil* 897 Co "A" Uith Inf

2* Personal interview during izrprocesfiing of replacements revealed the
requested records were either lost, misplaced, or bad not been previously
furnished*

3* Suspense dates for future immunisations have been established from
the information recorded on the SF 601*

FOR THE COrtlANDERt

HWABD F, KENT
CWD, W-3, USA

Adj Qen

6-1.1.
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PROCEDURE 6-2
INPROCESSING RECORDS BY THE RECORDS CLERK

References. AR 40-403, DA Pam 600-8.

Procedure
1. When serving as an Inprocessing Team mem-

ber, the records clerk performs the following func-
tions:

n. Obtains the 201 file from the replacement.
6. Checks the items circled on the records check-

list. Interviews the replacement to obtain infor-
mation necessary to complete the records.

r. Corrects only discrepancies which require the
presence of the individual. (Discrepancies which do
not require the presence of the individual are corrected
by the records clerk in the composite t^am.)

d. Checks the replacement's identification tags.
If new ones are needed, advises the individual to
inform his first sergeant.

e. Reviews the Record of Emergency Data (DA
Form 41) with the individual and prepares u new
record if necessary. Prepares one additional copy
for inclusion in the Personnel Affairs Envelope
(see Procedure 6-19).

/ Reviews the Armed Forces Security Question-
aire (DD Form 98). and prepare? a new one if
•ressary (see Procedure (1-20).
g. Takes the replacement and the completed forms

to n Replacement Detachment officer who has been
designated to review and sign certain completed
forms, and obtains the necessary signature.

'2- As a member of a composite team in the
Personnel Service Division, the records clerk—

a. Receives personnel records for newly assigned
replacements from the Record? Team Leader.

6. Posts the medical records in accordance with
appropriate regulations.

c. Corrects discrepancies noted on the records
checklist and forwards the records together with the
checklist within 7 workdays to the inprocessing
clerk for review.

d. Prepares a DA Form 14-159 (Notice of Trans-
fer) transmitting the health and dental records, if
applicable, the DA Form 669 (General Educational
Development Individual Record) to the appropriate
facility.

(1) Attaches the records to the appropriate DA
Form 14-159, and forwards them to the
Records Team Leader for signature on the
DA Form 14-159, and dispatch.

(2) Retains 1 copy of the DA Form 14-159 for
reference.

3. Upon return of the 201 file from the inprocessing
clerk, the recc.ds clerk corrects records which were
found unsatisfactory, and returns them for further
review within 3 workdays.

4. Prior to filing, the records clerk forwards
Officer Qualification Records (DA Form 66) to the
personnel action specialist for review of item 18
(Record of Assignments). The PA specialist insures
that the officer's efficiency report status is current
and correct, and returns the record to the records
clerk (see Procedure 4 - 1 ) .

5. When punched card machines are available,
the records clerk as a member of a composite team,
takes additional action to prepare certain forms
required to establish a punched card file for each
replacement (see Procedure 6-3).
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^PROCEDURE 6-3

INITIATION AND MAINTENANCE OF MACHINE CARDS

References. AR 330-330 and chapter 8 of this
regulation.

Procedure
1. When punched card machines are available,

the records clerk takes the following additional
actions upon receipt of 201 files for newly assigned
replacements:

a. Obtains the Financial Data Records Folder
from the pay specialist.

b. Prepares a Personnel Data Card (DA Form
2468) and a Personnel Qualifications Card (DA
Form 2469} by extracting the pertinent informa-
tion from the applicable record. Details on mak-
ing entries on these cards, and codes pertaining
to the entries are contained in section IV, chapter
8 of thifl regulation. Since the TOE paragraph
and line number bo which an individual will be
assigned is not available during inprocessing, the
records clerk must refer to the unit commander's
indorsement which confirms recommended as-
signments made by the senior personnel manage-
ment specialist (Procedure 3-15), or request tbe
report* clerk to enter the data from the morning
report (see note in Procedure 3-18). A supply of
blank DA Forms 2468 and 2469 is furnished by
the Machine Processing Unit (MPU) for use in
supplying the initial data to establish their punched
card files.

c. Requests the pay specialist to verify the
accrued leave balance and returns the FDRF.

d. Forwards the completed cards to the reports
clerk for further forwarding to tho MPU to-

gether with the appropriate morning report (Pro-
cedure 6-15).

2. The MPU will furnish five Personnel Data
Processing Cards (DA Form 2468-1), Personnel
Qualifications Processing Cards (DA Form 2469-1)
and Personnel Suspense Processing Cards (DA
Form 2470-1), for each individual newly assigned
to the division. These cards contain the individ-
ual's name, grade and service number, and are
to be used to report changes in data that are not
reported on the unit morning report. The proces-
sing cards are inserted in an envelope and stored
in the 201 file. When the last of any of the three
types of cards has been used, the MPU will auto-
matically furnish five replacement cards.

3. Upon receipt of a source document which
necessitates a change or correction in personnel
rocorda data contained in tho Personnel Data or
Qualifications Card, for which a morning report
entry is not required (see AR 335-60; para. 3,
Procedure 3-36; and note in Procedure 3-18),
the records clerk—

a. Posts the change to the appropriate record
in the 201 file.

b. Obtains a DA Form 2468-1 or DA Form
2469-1, as appropriate, from the 201 file.

c. Enters the new data in the appropriate
blocks on tho card.

d. Forwards the completed processing card to
the reporto clerk.
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PROCEDURE 6-4
FORMATION AND OPERATION OF OUTPROCESSING TEAMS

Reference. None.

Procedure
1. On the first workday of each week the proc-

essing clerk —
a. Determines the total number of individuals to

be outprocessed each day of the following week by
referring to copies of the Report of Personnel Eligible
for Separation, special orders, and DA Forma 1049
in the :tl-day suspense file (see par. 2d Procedure
6-6).

b. Prepares a list of names of the individuals to
be outprocessed for each workday of the week.

c. Prepares a report of the number of individuals
to be out processed by day, using an overprinted DA
Form 2-196 (fig. 6-4.1). Forwards the report to-
gether wi th the lists of names to the Processing
Team leader.

2. On the second workday of each week, the
Processing Team Leader assembles the DA Forms
2496 and lists of names received from the processing
clerks.

a. Determines the total number of records clerks
and pay specialists required for the Outprocessing
Teams for each day of the following week.

b. Selects an Outprocessing Team Supervisor
(OTS) for each day of the week, and prepares a
Memo Routing Slip (fig. 6—1.2) to notify the individ-
ual concerned.

c. Attaches the Memo Routing Slip to the appro-
priate list and forwards to the OTS concerned.

d. Prepares an Outprocessing Team Require-
ments Form (fig. (>-4.3) and dispatches a copy to
each Records Team Leader (RTL) and Pay Team
Leader (PTL) concerned.

3. Upon receipt of the Outprocessing Team Re-
quirements Form, from the Processing Team Leader,
the RTL and/or PTL—

a. Selects the records clerks or pay specialists by
name who will be assigned to the Outprocessing
Team for each day of the week. Lists the names on
a disposition form and forwards a copy to the
designated OTS's.

b. Informs the records clerks or pay specialists
concerned of their assignments.

4. On the day prior to the day the individual is
to report for outprocessing, the RTL assembles the
records from the various clerks and forwards them
to the Processing Team leader.

5. The Processing Team leader receives the
records from the various HTL's and places them in
the Outprocessing Team's pickup box.

6. The OTS obtains the records, assembles the
team and reports to the outprocessing site.

7. At the outprocessing site, the OTS withdraws
the FDRF from the 201 files, and divides among the
available records clerks and pay specialists.

8. The pay specialists and records clerks accomp-
lish the outprocessing in accordance with appendix
5-11 and Procedure 6-5 respectively.

9. When all individuals have been outprocessed,
the OTS returns the team to the Personnel Service
Division, and delivers the 201 files to the appro-
priate RTL's.
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DISPOSITION
(AH MO-IS)

OFFICe SYMBOL. OR FILE REFERENCE

TO
Sgt Green
ProcAasing Team leader

For the week
of 11 Sop

TJnit

3d Inf Bn

3d Inf Ba

4th Inf Bn

TOfiLS

FORM
SUBJECT

Indirlduala To B» Outprocessed

FROM DATtJj ̂  61 CUT 1

Sp U Smith
Proc Clerk
Tean Hr h

^Individuals To Be Outprocessed
MOT

i 3 - , -
.7

i*

-J4

Tuos

. 7

3

2

12

Wed

2

14

18

_ . a..

Thur

8

1

23

10

Fr/i

U
10

23

.31 . _ _ _

Team No. 1
Weeks Total

. 21*

2$

U8

_ 97 . . _ _ .

DA O A AC REPLACES DO fOHM M. EXISTING SUPPLIES OF WHICH VILL *E
j£*}9O IMUtO AKD USEOUHTIL 1 FEB I) UMLtM SOONER EXMAUSTtO. »«•••«»»»» «iMW»e«*«. I»M »-u*iu
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MEMO ROUTING SLIP
1 T0 Sgt Smith

Composite Team

HIYEX VU FOB AMtOVAtl. DISAPHtOVALS. W11*1

CONCUJUUXCES. Off UMtLAft ACTIONS

H

a

a

4

INITIALS CIIICUUTE

IM

FILE

X """""'

NOTE AHD
RETWn

KM CO*.
VERUTIM

taut.

HSIUTUItt

IUMAJUW

The following named individuals are designated
as Coprocessing Team Supervisors for the week of

Mon: Sgt Smith -

Tuee: Sgt Roe

Wed: Sgt How

Thur: None

Fri: SP 4 Jones

"ol* SSGT RCE *£~*
Processing Tean

Conpoaite Team #1

13

#2

fa

7
— —

"leader

D*T«

i Sep

13821

DD,FORM
OCT *0 95

Figure 6~4.t.
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DISPOSITION FORM
(yU» 549- It)

OFFICE SYMBOL Oft FILE REFERENCE SUBJECT

Outprocessing Tean Reqitiranenta

™ .Sgta-own "°* SgtQreen °"E 5 Sep 61 C"T '
Team |2

For the we
of ll.Sen

Teajn Hr 1*

2f_

_ 3.

L^

5.

6.

7.

TOTAL

OTS

Location

*v number or W.er*s Recn
Hnn
2

1

3
1

3

1

1

12

Set Sbith

Jhutfi
2

3 ....

.1

2

?.

2

3

Li

Set Roe

3d Eh

Vflrt

1

1

3

3

0

2

1

n

Set How

lired
Thnr

0

0

0

0

1
0

i
2

Frl
2

2

1

0

2

1

1

9

SPA Jones

UnaVfl Tntal

7

7

7

7

7

6

7

Afl

REPLACE* DO FORM M, EXISTING SUPPLICl Or «HICH WILL 1C
USUKD AHO-USEO UNTIL 1 FEO f > UHLCW SOONER EXHAUSTED. * tk>-UVMoutt wntu wncti u«
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PROCEDURE 6-5
OUTPROCESSING RECORDS BY THE RECORDS CLERK

References.

Procedure

DA Pam 600-8, applicable regulations
relating to the forms cited on the
Records Checklist.

*1. Upon receipt of a notice confirming an out-
processing action such as special orders, approved
requests for separation or reassignment, of the
Report of Personnel Eligible for Separation/Reas-
signment, the records clerk—

a. Suspends the notice for 18 workdays, where
possible, prior to the separation or departure date.

6. On the suspense date, prepares 1 copy of a
Records Checklist {fig. 7-1.1, DA Pam 600-8) and
places it in the 201 file.

c. Prepares a Checklist for Oversea Movement
(DA Form 613) in triplicate for individuals being
reassigned to an oversea area. See AR 612-35 and
AR 612^0 for details.

d. Places the records checklist and DA Form 613
in tho 201 file, and forwards it to the processing
clerk.

2. Upon return of the 201 file from the processing
clerk, the records clerk—

a. Makes the necessary corrections in the records
as noted on the records checklist.

6. Suspends the 201 file for a date 15 days prior to
the separation or departure date.

3. On the suspense date, i.e., 1 day prior to the
individual's reporting to the Outprocessing Team,
the records clerk—

a. Obtains the Financial Data Records Folder
(FDRF) from the pay specialist.

6. Places the FDRF in the 201 file and forwards
it to the Records Team Leader (RTL) for delivery
to the Processing Team Leader.

4. When the individual arrives at the outprocess-
ing site, the records clerk serving as an Outprocessing
Team member—

a. Reviews the 201 file with the individual. If
discrepancies are discovered, notes them on the
records checklist.

6. Obtains the new residence of the individual's
dependents, if it will change and is firm, and pre-
pares a new DA Form 41 as necessary.

c. If the individual is being reassigned to an
oversea area, reviews the individual's Immunization

Certificate (DD Form 737) and determines if re-
quired immunizations have been received for the
area to which reassignment is indicated.

d. Reviews the DA Form 613, POR checklist and
201 file to determine if the individual is POR quali-
fied. See AR 612-35 and AR 612-40.

e. Examines the Identification Card (DD Form
2A) and identification tags to determine if new ones
are needed.

/. Queries the individual concerning the status of
his dependents identification and privilege cards
(DD Form 1173) to determine if new ones are needed.
Informs the individual of the procedure to obtain
new ones, if needed.

g. Informs the individual of any deficiencies
noted and how they must be corrected.

A. If the individual is an officer or a USAR
officer serving as an active Army enlisted man—

(1) Instructs him to hand-carry his 201 file
to the personnel action specialist for
clearance after processing is completed by
the pay specialist.

(2) Requests the. officer to return the 201 file
upon obtaining clearance from the PA
specialist.

t. Refers the individual to the pay specialist
Outprocessing Team member.

j. After processing is completed, places all the
documents and the records checklist in the 201 file
and returns the file to the Outprocessing Team
Leader for return to the appropriate Records Team
Leader.

5. Upon receipt of the 201 file from the RTL,
the records clerk in the composite team—

o. Removes the FDRF and returns it to the pay
specialist.

b. Removes the records checklist, notes dis-
crepancies indicated thereon, and takes corrective
action as necessary.

c. Prepares 3 copies of a Notice of Transfer
(DA Form 14-159) for the medical facility, request-
ing that the health and dental records be forwarded
to the Personnel Service Division 5 days prior to
the date of separation or departure.
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6. Upon receipt of the health and dental records 7. Two days prior to the individuals reporting
from the medical facility, the records clf.rk— date (when reporting to the transfer activity for

„ - t i * j - .1.1.1. separation) or date of departure, the records clerk—a. Reviews for completeness and insures that the ~, . ., T^T,T,e A - .. ,• , _ .. . . . , .. . ., , 0 : a- Obtains the FDRI- from the pay specialist,information in the records that the personnel officer , ~ , , . ., „ , „ >. j / r v *.., , - , . . , o. Obtains the rersotmel Suspense Card (DAis responsible for maintaining is current and ., n- .n\ t .L . 1 • i- *, , , rorm 24.31) from the control specialist,properly posted. ' T-T^^T^ i ,v. _j • ^c. Places the rDRI- and the suspense card in the
b. Places the records in the 201 file. 201 file and forwards the file to the processing clerk.
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PROCEDURE 6-6
OUTPROCESSING RECORDS BY THE PROCESSING CLERK

References. AR 640-10, DA Pam 600-8, applicable
regulations relating to the forms
cited on the Records Checklist.

Procedure
1. The processing clerk receives expected loss

notification from such sources as—
a. Orders involving reassignment outside the

division.
b. The Heport of Personnel Eligible for Separa-

tion prepared by the control .specialist (see Procedure
6-11).

2. When notif ication is received that an individual
is l>oing reassigned outside the division or is scheduled
for separation from the service, the processing
clerk-

n. Determines the "Will Proceed" (WP) date for
personnel being reassigned outside the division
(if not .shown in the order).

b. Determines the "Report Date" and "Termina-
tion Processing Date" for personnel to be processed
for separation.

C- Determines the date individual will l>e out-
processed by the Outprocrssing Team, i.e.. where
possible. 14 workdays prior to the separation or
WP date.

d. Prepares an original and 3 copies of a DA
Form 104!* (fig. G OJ) , and distributes as follows:

(1) Original copy to the individual 's uni t
commander.

(2) Duplicate copy to the records clerk who
maintains the individual's 201 file.

(3) Triplicate copy to the pay specialist who
maintains individual 's Financial Data. Rec-
ords Folder.

(4) Quadruplicate copy—placed in the 31-day
suspense file together with a copy of the
reassignment orders, if applicable, for a
date 2 days prior to the separation "Report
Date," or WP date.

3. Upon receipt of the 20J file from the records
clerk, approximately 4 days prior to the date the
individual reports to the Outprocessing Team, the
processing clerk—

a. Reviews the records for completeness and
correctness.

6. Notes any discrepancies revealed during the
review on the records checklist and returns the 201
file and the records checklist to the records clerk.

4. After completion of the outprocessing actions
(Procedure 6-5), all personnel records are received
from the records clerk. On the WP date or separa-
tion "Report Date," when the individual reports
for final outprocessing, the, processing clerk—

a. Obtains the following forms and records from
the individual, when applicable:

(1) Installation Clearance Record (DA Form
137).

(2) Individual Clothing Record (DA Form
10-195).

(3) Organizational Clothing and Equipment
Record (DA Form 10-102).

(4) Driver Qualification Record (DA Form
348).

(5) General Educational Development In-
dividual Record (DA Form 669).

(6) Reenlistment Data Card (DA Form 1315),
if Doing reassigned outside tho division.

b. Completes the statement on the number 5
worksheet copy of the last Military Pay Voucher
terminating basic allowance for subsistence effective
the day prior to the WP date, or on the date, of
separation, as appropriate. Posts the actual hour
and date of departure.

c. If the individual has a charge against him for
Government property lost, damaged or destroyed,
insures that action has been taken to effect collection.

d. Follows the procedure in appendix 6-V, DA
Pam 600-8 for auditing the Military J^ave Record
(DA Form 481). If the individual is being re-
assigned, takes the following actions:

(1) Makes the appropriate entries on the
reverse of the leave record.

(2) Requests that the individual review his
leave record and sign the audit and verifica-
tion of leave balance section.

(3) If the individual is authorized delay en
route, makes an opening leave entry in
item (w.

c. If ihe individual has a Certificate of Eligibility
for Mortgage Insurance (DD Form 802) in his 201
file, inquires if he still owns the property covered
by this certificate.
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(1) If be does own tbe property, forwards tbe
DD Form 802 with the records.

(2) If be does not own tbe property, refers tbe
individual to tbe appropriate personnel
action specialist.

/. Enters tbe conduct and efficiency ratings
recorded on the DA Form 137 in tbe
Qualification Racord (DA Form 20),

g. Closes the open entry in Section 4 of the Service
Record, and if applicable, opens an en route entry.

h. Insures that a Commander's Evaluation Report
(DA Form 2166) is included in tbe 201 file, if
required.

». Places the DA Forms 10-195, KM02,348, 669,
1315, as applicable, in the 201 die,

j. Reviews and initials all copies of tbe DA
Form 137.

(1) Files tbe original copy in the 201 file.
(2) Gives the duplicate copy to tbe individual.
(3) For officers, retains tbe triplicate copy for

the central files.

k. Reviews and completes tbe DA Form 613, e.g.,
status of ID card, ID tags, etc., for individuals
being reassigned to an oversea area.

t. Reviews and inventories tbe records to insure
that all documents are correct and present. Makes
necessary corrections or refer? records to tbe records
clerk or pay specialist for correction.

m. Obtains the signature and/or initials of the
Chief, Records Unit and Chief, Military Pay Branch
on tbe appropriate records and forms.

5. When outprocessing is complete, the processing
clerk places the 201 file in a transmittal envelope—

a. Dispatches the envelope to the transfer
processing activity for individuals being separated or,

6. Gives the envelope to the individual to hand-
carry, or

c. Dispatches the envelope by mail, as appro-
priate. (See AR 640-10 for methods and details for
transmitting personnel records.)
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PERSONNEL A C T I O N °*TI

CXft 54O-J5)
M it a t r r « i i c t S U B J E C T

WPSD-B Personnel fr*** Separation/Reassignasat
TO: Commanding Officer

Co B, l»t Bn, l^th Inf.
Fort Levla, Utah

F**- Cormnrrilng General
9?th Inf Dlr
Fart Miller, Utah

1. ReasaigdpMnt and Separation i The personnel of your organisation Indi-
cated on tbe attached list will report to the Oatpxocesslng Team (OT) of the
Personnel Service iviaion, this headquarters, (Bldg __ )> for processing
HIJ hours* on the date Indicated under tHe "REPORT TO OT" column.
Bach Individual "bVing assigned will be counseled conoerning partial payment,
advance of travel allowances and advance of pay, which may be authorised, and a
Request for Pay Action (DA Form 21t|2) prepared, aa appropriate. The request for
pay action will be given to the individual for delivery to the OT.

2. Separation onJji Personnel listed for separation processing will re-
port to the Ofricer-In-Charge of the Transfer Processing Activity, (Bldg )
for preliminary processing at hours on the "REPORT DATS", aa indicated.
When ffuch processing la completed, Individual^ e) will be available for normal
duty until the TERHDIATION PROCESSED DATE", aa indicated. On that date at__m
hours indiridual(s) will again report to tbe Transfer Processing Activity for
final process ing and separation. Orders will not be published reassigning in-
dividuals for transfer processings. Transportation to and froa the processing
points ia the responsibility of tbe unit commander.

3. All indlTldualj scheduled for both reassignment and separation will re-
port to the PSD at hours on the date indicated with the following records
•ad forma, as' applicable.

a. DA Fora 137 (Inetallatlon Q*araaoe Certificate) (in triplicate for
officers, in duplicate for enJ^ated personnel).

b. DA Form 10-102 and DA Form 10-195 (Clothing and Equipment Recorda).
(See AR 700-OtOO-l and 612-35).

a. DD Form 362 (Statement of Charge*).

d. DA Form 3U8 (Drivers Qualification Record).

e. DA Form 669 (General Education Development Individual Record).

f. DA Form 1315 (Reenlistment Data Card), if being reassigned).

FOR THE COHOKDBtt

B9VARD F* K2RT
CUD, W-3, USA
Aset Adj On

rtjttf FAffX fO* OJHTIHVATIO* Of

DA ' OCT •• I 04 9 «»4.*CW COITION OF I OCT ••. »H«M I* 0»IOLKT« QK> 1*M O • M<tu

Ftffwr* 6-4.1.
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e PROCEDURE 6-7
PREPARATION OF PERSONNEL SUSPENSE CARDS

Reference. Procedure 7-6, DA Pam 600-8.

Procedure
1. While serving as a member of the Inprocessing

T>am (Procedure 6-1), the inprocessing clerk takes
the following actions in conjunction with the
inprocessing of personnel records.

a. If a Personnel Suspense Card (DA Form 2431)
is included in the 201 file, verifies the information by
using Procedure 7-6, DA Pam 600-8, to obtain the
details on each suspense item.

6. Initiates a DA Form 2431 (fig. 7-6.1. DA Pam
600-8) as presented in Procedure 7-6, DA Pam
600-8, of one is not inclu<Jed in the 201 file.

c. Resolves discrepancies or conflicts between
records as necessary.

2. Upon receipt of processed 201 files from the
Inprocessing Team Supervisor, the Records Team
Leader (RTL) -

a. Removes the personnel suspense cards and
forwards them to the control specialist.

b. Withdraws the letter? to the medical facility, if
applicable, signs for the Chief, Records Unit, and
dispatches.

3. The control specialist maintain? tho personnel
suspense card as pre.scribo<) in Procedure 6-8 and
screens the card for suspense actions that are as
prescribed in Procedure 6- 9.

4. When punched card machines are available, the
inprocessmg clerk follows the procedure in paragraph
1, using DA Form 2470 instead of DA Form 2431.
Section IV, chapter 8 contains details on making
entries on machine cards. A supply of blank DA
Forms 2470 for use in initial processing is furnished
by the Machine Processing Unit (MPU).

5. The RTI* follows the same procedure outlined
in paragraph 2 under the punched card system.

6. Upon receipt of DA Forms 2470 from the RTL,
the control specialist—

a. Obtains the 201 file and the health records from
the records clerk, and the Financial Data Records
Folder (FDRF) from the pay specialist.

6. Verifies the information in each item of the
DA Form 2470 as presented in Procedure 7-6, DA
Pam 600-8.

c. Forwards the verified DA Forms 2470 to the
rei>orts clerk for forwarding to the MPU together
with the appropriate morning report (Procedure
6-15).

d. Returns the 201 file and health records to the
records clerk, and the FDRF to the pay specialist.

7. The control specialist takes action as prescribed
in Procedure 6-10 upon receipt of suspense rosters
and corresponding suspense cards.
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PROCEDURE 6-8
MAINTENANCE OF PERSONNEL SUSPENSE CARD (MANUAL)

Referenced.

Procedure

Procedures 7-6, 7-7, and 7-8, DA
Pam 600-8.

1. This procedure is to be used in lieu of Procedure
6-10 when punched card machines are not available.

2. Upon receipt of a Personnel Suspense Card
(DA Form 2431) from the Records Team Leader, the
control specialist—

a. Tabs the first month in which a suspense action
is to occur and enters the item in pencil in item 44;
if the first action is 12 or more months in advance,
tabs the first left edge, of the "Serial Number" item
and enters the item number in pencil in item 44.

b. Files the suspense card alphabetically by unit
in the suspense file.

3. Upon receipt of source documents, such as
morning reports, orders, correspondence, and re-
porte, the control specialist—

a. Records and/or updates the data on the
suspense card.

b. Flags suspense cards to suspend favorable
personnel actions, when necessary.

4. As part of continuing maintenance of the
suspense file, the control specialist—

a. Screens the 31-day suspense file every day for
actions pending and follows up on those actions that
have not been completed.

b. Updates the suspense cards when actions have
been completed and destroys the suspense copy of
the DA Form 1049.

c. Enters in pencil in item 44, the item number of
the next action due.

5. During the month of January, the control
specialist—

o. Screens the untabbed cards to identify the next
action due.

b. Takes the action described in paragraph 2a.
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PROCEDURE fr-9
SCREENING THE PERSONNEL SUSPENSE FILE (MANUAL)

Reference. Procedure 7-8, DA Pam 600-8.

Procedure
I . This procedure is to be used in lieu of Procedure

6-10 when punched card machines are not available.
*2, The control specialist screens the suspense

file to identify cards with actions required during
the following month.

3. Upon identification of a card with actions
required, the control specialist—

o. Selects the proper notifications required and
prepares by printing or typing the data on tbe
proper DA Form 1049. (See figs. 7-S.l through
7-8.4, DA Pam 600-8.)

b. Prepares the notification in the number of
copies prescribed in Procedure 7-8, DA Pam 600-8,
or determined locally.

c. Screens the card for the next action due, enters
the item number in pencil in item 44, and moves the
suspense tab to the next action month.

4. The control specialist repeats the procedure in
paragraph 3 for each card tabbed in the next month,
and adds tbe additional names to the appropriate
DA Form 1049.

5; The control specialist distributes the DA Forms
1049 as indicated in Procedure 7-8, DA Pam 600-8.
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PROCEDURE 6-10
OPERATION UNDER THE MACHINE SUSPENSE SYSTEM

(Applicable in lieu of Procedures 6-8 and 6-9 when punched card machines are available.)

References. DA Pam 600-8; section IV, chapter 8
of this regulation.

Procedure
1. The Machine Processing Unit (MPU) will

notify the control specialist of suspense actions that
are due the following month by means of a Personnel
Suspense Roster (DA Form 2474) and Personnel
Suspense Processing Cards (DA Form 2470-1).

a. The Personnel Suspense Roster is a list of
individuals in a specific unit and indicates the sus-
pense action required. Part I (fig. 6-10.1) includes
personnel suspense actions which are controlled by
action branches within the Personnel Service
Division. Part II (fig. 6-10.2) includes personnel
suspense actions which are controlled exclusively
by the control specialist and forwarded directly
to the units for accomplishment.

b. A separate suspense card is provided for each
suspense action. Therefore, there is a possibility
that there will be more than one card for individuals
listed on the roster.

2. When suspense rosters (Part I) with corre-
sponding suspense cards are received from the MPU,
the control specialist holds the rosters and cards
until a date near the end of the month.

a. Separates the suspense cards by action branch.
6. Prepares a Memo Routing Slip (fig. 6-10.3)

forwarding the suspense cards and 1 copy of the
suspense roster to the appropriate personnel spe-
cialist. (Additional copies of the suspense roster will
be furnished action branches, if requested.)

c. Annotates 1 copy of the roster to indicate the
action branch to which the cards were forwarded.
Retains the annotated copy of the roster to control
tbe return of the suspense cards.

d. When the suspense cards are returned, the
control specialist—

(1) Lines out the old suspense date on the face
of tbe suspense card and enters a new
suspense date in pencil. Refers to DA Pam
600-8 for details on establishing suspense
dates, and to section IV, chapter 8, of this
regulation for details on making entries on
the suspense cards.

(2) Annotates the retained roster to indicate
date the action was completed.

6-22

(3) Forwards suspense cards for individuals
who have been locally reassigned to the
appropriate control specialist.

*(4) Forwards suspense cards requiring no
further action to the reports clerk. (If
the suspense action no longer applies, the
completed suspense card may be de-
stroyed.)

3, When suspense rosters (Part II) with corre-
sponding suspense cards are received from the
MPU, the control specialist holds the rosters and
cards until a date near the end of the month.

a. Prepares 2 copies of a DA Form 1049 (fig.
6-10.4) transmitting the suspense cards and suspense
roster to the appropriate unit for accomplishment of
the suspense actions.

6. Attaches the original copy of the DA Form
1049 to the suspense roster and corresponding
suspense card. Signs for the Chief, Records Unit,
and dispatches to the unit.

c. Forwards 1 copy of the roster to the personnel
management and personnel action specialists.

d. Retains 1 copy of the suspense roster and 1
copy of the DA Form 1049 in the 31-day suspense
file to control thr. return of the suspense cards.

e. When the suspense cards are returned from the
units, the control specialist—

(1) Prepares a Memo Routing Slip (fig. 6-
10.3) to forward-

to) Cards pertaining to the Good Conduct
Medal to the personnel action specialist.

(6) Cards pertaining to completion of on-
the-job training to the personnel manage-
ment specialist.

(c) Cards for individuals who have been
locally reassigned to the appropriate
control specialist.

(2) Withdraws officer photographs and for-
wards them to the appropriate records
clerk.

(3) For suspense cards not requiring further
action by a branch of the Personnel Service
Division—

(a) Posts the next suspense date on the face
of the card.

(6) Annotates the retained roster to indicate
the completed action.
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(c) Forwards the suspense cards to the re-
ports clerk.

4. When suspense cards that were forwarded to
the personnel action and management specialists
(par. 3«(1)) are returned, the control specialist
follows the procedure in paragraph 3e(3).

5. The control specialist screens the retained per-
sonnel suspense roster once monthly.

a. Determines which suspense cards have not
been acted upon and returned from the units and/or
action branches of the Personnel Service Division.

b. Contacts the appropriate personnel staff NCO
or personnel specialist in the composite team to
determine the status of the suspense action.

6. The control specialist provides other change
information to the MPU when events occur which
alter the suspense dates included on the suspense
cards maintained by the MPU. The following
events indicate a necessity for change data:

o. Temporary appointment of enlisted person-
nel—

(1) Suspense date for eligibility for permanent
appointment to temporary grade in which
appointed must be established.

(2) Vacates requirement for a suspense date
for permanent appointment in grade ap-
pointed from, if that grade was temporary.

b. Reduction of enlisted personnel—
(1) Vacates requirement for suspense date for

eligibility permanent appointment to grade
reduced from, if that grade was temporary.

(2) Vacates requirement for suspense date for
permanent appointment to grade E-3 if
reduced from E-2.

c. Initiation of a Record of Court-Martial Con-
victions (DA Form 2QB).

d. Forwarding of the DA Form2GBto Headquar-
ters, Department of the Army.

e. Changes in eligibility for award of the Good
Conduct Medal.

7. When the events listed in paragraph 6 occur,
the control specialist obtains a Personnel Suspense
Processing Card from the individual's 201 file and
enters a new suspense date or enters a "0" in the
appropriate block(s) on the card. (Entering "0"
indicates the suspense item is no longer applicable.)
Forwards the card to the reports clerk.

6-23

ZapataMP
Pencil

ZapataMP
Pencil



AR 606-16

ACTION BRANCHES
PERSONNEL SUSPENSE SYSTEM—PART I

PERSONNEL ACTION BRANCH
Armed Forces Reserve Medal
Federal Housing Administration
Completion of 17J^ years of Federal Service
Mandatory Retirement
£xpiration of Category
Efficiency Report
Medical Examination
Non-CONUS Resident

PERSONNEL MANAGEMENT BRANCH
Completion 29 Years Active Duty
Eligibility for Appointment (EM)
Eligibility for Promotion (Off) (WO)

PERSONNEL RECORDS BRANCH
Annual Audit of DA Form 66 (Records Clerk)
Adjust BPED (Records Clerk)
Forward DA Form 26 (Reports Clerk)
Review DA Form 41
Review DA Form 20 (Records Clerk)
Expiration of Term of Service (ETS) (Control Specialist)
Adjust BASD (Records Clerk)

Figure 6-10. J.

SUSPENSE ACTIONS
PERSONNEL SUSPENSE SYSTEM-

Adjust FSA Code
Qualification in Arms
Completion of OJT
Good Conduct Medal
Identification Card
Officer Photo
Smallpox
Typhoid
Tetanus

Piffure 6-10.t.

-PART II
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M E M O R O U T I N G SLIP
t TO

Personnel Aotio
Conpoeite Teas

Neva use ros JWJTOVAIS. DISAPPROVALS.
CQHCURHOtca, Off SWILA8 ACTIONS

n Specialist
#2

A

a

4

WlTtAU

DATE

ACTION

CIKVLAH

timuam

FIU

MU1H

NOTE AMD
KTUn

KftCtM-
VEMUTIOH

tan

JHHHUH

REMARK*

The attached Personnel Suspense Roster and
Personnel Suspense Cards are forwarded for action.

Enter the data the suspense action Is taken on
tbe reverse aide of the cards and return them by

(specif^ datej^.

Suspense cards
locally reassigned,
date of the suspense
to the suspense date
•how the new unit of
assignment.

for Individuals vho have been
or will be reassigned prior to the
action, will be returned prior

• Annotate the suspense oard to
assigxrant or expected unit of

FHOM

CONTROL SPECIALIST, C<n$>o8ite Team #2
'

D*TI

22 Jan i
rMOMm

1*6$?7
EDITION.

figure 6-10.S.
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PERSONNEL A C T I O N
(AH 340-15)

AGPSD-C

Co B, 1st E
Fort Miller

i u f l J t c r

Personnel Suspense Actions
uincer
b, 19th Inf
, Utah

D*T£

22 January 1962

FROM:
CG, 99th Inf Div
Fort Killer, Utah

1. Inclosed are Personnel Suspense Processing Cards (DA. Form 2̂ 70-1) and a
Personnel Suspense Roster (DA Form 2̂74.) listing individuals who require the
indicated personnel actions* The roster also shows the date by which these
actions should be completed, or approval/disapproval indicated.

2. Instructions for completing the suspense actions are at inclosure 3*

3. As the required suspense action* «re accomplished note the date the
action was completed on the reverse side of the card, and return the cards to
this headquarters as they arc completed.

4. Retain the suspense cards for those individuals who are on leave,
hospitalized, AWOL, or otherwise unable to complete the required action at the
prescribed time. Suspense actions for these Individuals will be accor.pl ished
aa soon as possible and the cards returned as indicated in paragraph 3.

5. If an individual has been locally reassigned or will be locally
reassigned prior to the date of the suspense action, annotate the card with the
new unit of assignment or expected unit of aseignraent, and return the card to thii
headquarters.

FOR THE CCM'.ANDER:

3 Incls
1. Pers Suspense Proc Cards
2. Pers Suspense Roster
3* Instructions for completing

Suspense Actions

a#t/
/ /

EDVARD F. KENT
CUO, W-3, USA
Asst Adj Gen

fLAIM FAfU K>t CONTimiATlOH OW

DA.2?..1049 o»o iHt o • mm

Fiffitn 6-10.4-
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SUSPENSE ITEMS AND ACTIONS REQUIRED
FSA CODE—Enter a remark on the Morning Report to change, the indi-

vidual's FSA Code to "L" on the date indicated. Enter the date the action
was taken on the reverse of the suspense card.

QUALIFICATION IN ARMS—Enter the date the individual completed
annual qualification or familiarization in arms on the reverse of the suspense card.

COMPLETION OF OJT—Enter on the reverse of the suspense card:
a. Satisfactory completion of training, or
b. Training will be completed.................t*1.^,*................ •

IDENTIFICATION CARD—Prepare DA Form 428, give it to the indi-
vidual and have him report to the agency responsible for issuing identification
cards. Enter the date of issue on the reverse of the suspense card.

OFFICER PHOTO—Notiiy the officer concerned to report to the agency
responsible for photographs. Enter the date the action is completed on the reverse
of the card, and attach the photograph thereto.

^ELIGIBLE FOR APPOINTMENT TO PAY GRADE £"-5—Ap-
proved or disapprove. If approved, issue orders effecting promotion and
enter the date of appointment on the reverse of the suspense card. If disap-
proved, enter a notation of disapproval and tbe date on the reverse of the
suspense card.

IMMUNIZATIONS—Have the individual report to the medical facility
for immunizations. When evidence of immunization is received, enter the date
of the immuniiation on the reverse of the suspense card.

6-10.4—Continued.
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PROCEDURE 6-11
ALERTING UNIT COMMANDER AND TRANSFER POINT OF PERSONNEL]

ELIGIBLE FOR SEPARATION DURING FOLLOWING MONTH

^References. AR 635-61; Procedure 7-9 DA
Pam 600-8.

Procedure
1. The control specialist screens Item 20 of the

Personnel Suspense Card (DA Form 2431) for the
individuals scheduled for separation during the fol-
lowing month. When punched card machines
are available, this information will be available on
the Personnel Suspense Roster (DA Form 2474).

2. Using a report form (fig. 7-9.1, DA Pam
600-8) as a worksheet for each unit, the control
specialist lists tbe individuals scheduled for sep-
aration.

3. The control specialist forwards the worksheet
to the records clerk.

4. The records clerk verifies the data, enters the
individual's home of record, and returns the work-
sheet to the control specialist.

5. The control specialist types an original and 3
copies of a new form from the worksheet.

a. Addresses envelopes to the transfer activity
and to the appropriate career counselor.

6. Forwards all documents to the Control Team
Leader.

6. The Control Team Leader reviews, signs and
dispatches the original and duplicate copies of the
report form to the transfer activity; forwards the
3d copy to the control specialist; forwards the 4th
copy to the appropriate career counselor and
destroys the worksheet.

7. The control specialist files the 3d copy of the
report in tbe 31-day suspense file.

8. Upon receipt of the duplicate copy of the report
from the transfer activity, the control specialist
withdraws the copy from the suspense file and
forwards both copies to the processing clerk.
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t ^PROCEDURE 6-12

TRANSFER OF RECORDS WITHIN THE PERSONNEL SERVICE DIVISION

References. AR 600-200.

Procedure
/. Transfer of Records Between Clerks Within

the Same Composite Team.
1. Upon receipt of orders reassigning an in-

dividual to another unit served by the same
composite team, the records clerk —

a. Kiles the orders in the 201 file.
h. Prepares and dispatches a DA Form 1049

(fig. 7-22.1, DA Pam 600-8) requesting a eon-
duct and efficiency rating. Places 1 ropy of the
DA Form 1049 in the 201 file.

r. Gives the 201 file to the records clerk who
maintains the records of the unit to which the
ind iv idual is being reassigned.

2. Upon receipt of the 201 file, the new rec-
ords clerk —

a. Places the DA Form 1049 in the 31-day
suspense file.

b. Prepares and dispatches a Notice of
Transfer (DA Form 1-1-1 .">$}) no t i fy ing the cus-
todian of the indiv idual ' s health and dental
Records of the organizational change.

r. Files the 201 file.

'A. Upon receipt of the conduct and efficiency
rating- the records clerk —

a. Posts the ratings in the Qualification Rec-
ord (DA Form 20).

6. Rescinded.
c. Destroys the rating information.

/ / . Tranftffr of
TVoms

Keticccii

1. Upon receipt of orders reassigning an in-
dividual to a unit served by another composite
team, the records clerk —

«. Files the orders in the 201 file.

b. Contacts the appropriate personnel staff
NCO and requests a conduct and efficiency
rating,

c. If it is necessary to transfer the individ-
ual's health and dental records to another medi-
cal facility—

(1) Prepares a DA Form 14-159 request-
ing that the records be returned to
the Personnel Service Division.

(2) Signs and dispatches the DA Form
14-159.

2. On the individual's EDCSA, the records
clerk—

(t. Posts the conduct and efficiency ratings to
the DA Form 20.

b. Obtains the Financial Data Records
Folder (FDRF) from the pay specialist.

r. Rescinded.
d. Prepares 2 copies of a DA Form 200 for

transmittal of the records. Includes the new
uni t of assignment and the composite team to
which the records will be forwarded.

c. Attaches the original copy of the DA Form
200 to the 201 file and forwards the records to
the Records Team Leader (RTL).

II. Upon receipt of the records, the HTL for-
wards them to the appropriate records clerk in
the new composite team.

•I. Upon receipt of the records, the new rec-
ords clerk—

a. Withdraws the FDRF and gives it to the
pay specialist.

b. Prepares a DA Form 14-159 transferring
the health and dental records to the new medi-
cal facility; or, if there is no change in medical
facility, prepares a DA Form 14-159 to notify
the medical facility of the organizational
change.
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AR 600-16

PROCEDURE 6-13

INITIATION AND TRANSFER OF TEMPORARY HEALTH RECORDS

Reference. AR 40^03.

Procedure
1. Upon receipt of a 201 file containing a

notification that the transmittal of individual 's
health and/or dental records has been delayed
at the losing organization, the records clerk—

a. Initiates a "temporary" record by prepar-
ing a DD Form 722 (Health Record Jacket) and
a DD Form 722-1 (Dental Record Jacket), as
appropriate.

6. Prepares a Form 2658 (Abstract of Serv-
ice) in duplicate.

(1) Fastens 1 copy to the lower left edge
of the opened health records jacket.

(2) Places the other copy in the dental
record jacket.

(3) Prints the word "temporary" in ink
on the face of the jacket and enters the
date of initiation thereunder.

c. Forwards the temporary records to the
appropriate medical facility.

d. When delayed records are received, for-
wards them to the appropriate medical facility.

2. Upon receipt of a 201 file which does not
contain the health and dental records or a no-
tification of delay, the records clerk—

n. Follows the procedure in paragraph 1«
through c.

b. Initiates a letter request for the records
from the individual's last known organization.

(1) Files a copy of the request in the 201
file until a reply has been received.

(2) If the reply indicates the records are
lost, prepares a letter addressed to The
Adjutant General, ATTN: Personnel
Records Branch. Department of the
Army, Washington, D.C. 20310. re-
questing a search be made for the
records.

(3) If the records are later received, fol-
lows the procedure in paragraph Id.
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PROCEDURE 6-H
PROCESSING MORNING REPORTS

References. AR 335-60; Procedure 11-5-1, AR
600-17; Da PAra 600-8.

Procedure
1. Upon receipt of the number 1 and 3 copies of

the morning report- (MR) from each unit served by
his composite team, the reports clerk takes the
following actions:

o. Notes the receipt of the MR in a Morning
Report Control Sheet (suggested format, fig. 6-
14.1) which may be modified to meet local require-
ments.

b. Compares the entries and supporting papers
with source documents in the MR 31-day suspense
file.

c. Insures that each entry on the MR is accurate
and complete and that the strength totals have
been adjusted according to remarks affecting the
strength section.

d. Contacts the appropriate personnel staff NCO
if there are any errors and requests a corrected MR
the same date, or returns the MR through the
personnel staff NCO to the unit for correction, as
appropriate.

e. Separates the number 1 and 3 copies of the
MR with supporting papers and forwards—

(1) The number 1 copy with supporting papers
to the Reports Team I^eader for review,
consolidation and transmittal to the serv-
icing Data Processing Unit (DPU).

(2) The number 3 copy and attachments to
the control specialist, not later than 1330
hours on the day of receipt.

(3) A reproduced copy through the personnel
action specialist to the personnel manage-
ment specialist.

/. Retains a reproduced copy for preparing the
Daily Consolidated Strength Report (Procedure 6-
27) and the Officers Strength Report by Branch
(Procedure 6-28).

2. Upon receipt of the number 3 copy of the MR
from the reports clerk, the control specialist—

a. Posts tbe pertinent data to the personnel sus-
pense card.

b. Initials the appropriate entries and forwards it
to the pay specialist not later than 0800 hours of
the day following receipt in the PSD.

3. Upon receipt of the MR from the control
specialist, the pay specialist—

a. Posts the information to the worksheet number
5 copy of tbe MPV if it affect* the individual's pay
status, and posts the DA Form 481 (Military Leave
Record), if required.

b. Initials the appropriate entries and forwards
the MR to the records clerk not later than 1200
hours on the day of receipt.

4. Upon receipt of tbe MR from the pay special-
ist, the records clerk extracts all required informa-
tion, initials the appropriate entries and forwards
the MR to the Chief, Records Unit by 1200 hours
on the 2d workday after receipt.

5. Upon receipt of the posted MR from the
records clerk, the Chief, Records Unit reviews,
initials, and forwards it to the control specialist.

6. Upon receipt of the MR from the Chief,
Records Unit, the control specialist—

a. Reviews and insures that each entry requiring
posting has been initialed by the pay specialist and/
or the records clerk.

6. Retains tbe MR for 1 month subsequent to
the last day of the current month.

c. Forwards the month's MR's to the central fires
in the Office Services Unit.

7. In combat the reports clerk suspends morning
report entries for casualties pending receipt of a
Casulty Report (DA Form 1164).

a. Contacts the personnel management specialist
to determine the. status of the casualty report.

b. Verifies the data reported in the morning
report.
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C 1, AR 600-16

PROCEDURE 6-15

PROCESSING MORNING REPORTS AND FORWARDING TO MPU
(Applicable when punched card machines are available.)

ft

Reference. AH 335-60.

Procedure
1. The reports clerk will receive a DA Form

2408 (Personnel Data Card) and 2460 (Personnel
Qualifications Card) from the records clerk, and a
T)A Form 2470 (Personnel Suspense Card) from
the control specialist for each newly assigned
soldier. 'Hie reports clerk holds these cards until
receipt of the morning report -which records the
individual as an assigned gain then takes the action
indicated in paragraph 2b.

2. Upon receipt of the number 1 and 3 copies of
the. morning report (MR) from each unit served
by his composite team, the reports clerk—

a. Follows paragraph la through d, Procedure
6-14.

•ifl. Compares the entries on the MR with the
entries on the machine cards (para. 1). If the
TOE paragraph and line number to which new
gains are assigned for duty are not indicated on tho
Personnel Data Card, consults with the personnel
management specialist, and obtains the informa-
tion, or enters tho information from the morning
report, as appropriate (see note in Procedure
3-18), prior to forwarding the number 3 copy of

the MR and the cards to the Machine Processing
Unit (MPU).

c. Separates the number 1 and 3 copies with
supporting papers.

d. Forwards the number 1 copy with supporting
papers to the Reports Team Leader for review,
consolidation and transmittal to the servicing Data
Processing Unit (DPU).

e. Prepares a batch control card as prescribed by
section VII, chapter 8.

/. Attaches the machine cards to the batch con-
trol card and forwards them together with the
number 3 copy to the MPU.

g. Forwards a reproduced copy to the control
specialist not later than 1330 hours on the day of
receipt.

h. Forwards a reproduced copy through the
personnel action specialist to the personnel man-
agement specialist.

i. Retains a reproduced copy for preparing the
Daily Consolidated Strength Report (Procedure
6-27) and the Officers Strength Report by Branch
(Procedure 6-28).

3. The reproduced copy of the MR received by
the control specialist is processed as prescribed in
paragraphs 2 through 7, Procedure 6-14.
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C 2, AR 600-16

PROCEDURE 6-16

^VERIFICATION OF THE PERSONNEL ROSTER FROM THE SERVICING DATA
PROCESSING UNIT

•^References. AR 330-504, DA Pam 600-8,
AR 330-104.

Procedure
1. This procedure is to be used in lieu of Pro-

cedure 6-17 only when punched card machines are
not available.

•̂ •2. During the month tho reports clerk posts
gains, losses, and changes as they occur to a "work-
ing copy" of the previous personnel roster.

3. ^Upon receipt of the personnel roster from
the servicing Data Processing Unit (DPU), the
reports clerk—

a. Compares it with the working copy, making
necessary additions, deletions and changes.

&. Verifies the roster against information in the
201 file with the records clerk, making necessary
changes in accordance with the procedure outlined
in AR 330-504.

c. Insures that all required information is en-
tered for each individual.

d. Adjusts the strength totals on the last page of
the roster if names of individuals have been added
or deleted from the roster.

iff.. Totals the strength by grades as listed on
the personnel roster and compares each total with
the strength by grade on the morning report for

tho "as of" of the roster. Resolves any differ-
ences and makes corrections as necessary.

/. Prepares 3 copies of a letter (fig. 6-16.1) to
tho unit if morning report corrections/entries are
required.

(1) Signs the letter for the Chief, Records
Unit and dispatches 2 copies through
the appropriate personnel staff NCO.

(2) Places 1 copy in the morning report
suspense file for the date the correcting
or substantiating entries are to appear
on the unit morning report

g. Enters the signature block of the Chief, Rec-
ords Unit on the last page of the personnel roster.

h. Retains 1 copy for the working copy.
i. Forwards 1 copy to the personnel manage-

ment specialist.
j. Takes the remaining copies to the Records

Team Trader (RTL).
4. -fcUpon receipt of the verified personnel ros-

ters from the reports clerk, the RTL—
a. Screens the rosters for completeness and sjx>t

checks for accuracy.
b. Consolidates the rosters for the divisions.
c. Obtains tho signature of the Chief, Records

"Unit and dispatches the rosters to the servicing
Data- Processing Unit.
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ft

HEADQUARTERS
99TH INFANTRI DIVISION

FORT KTLIER, UTAH

12 July 1965

SUBJECT j Correction of Jtorning Report

TO: Commanding Officer
Company D, lat Battalion, 19th Infantry
Fort Miller, Utah

Verification of tbe Personnel Roater prepared by the servicing
Data Processing Unit (DPU) revealed certain errors which muat be corrected
by a morning report entry. The following correcting entries will be made
on the morning report prepared and submitted for your organization for the
period ending 24.00 hra, 18 Jul 65.

8 A-jg 65 Sfflith, Irvlng H., RA 33562126 r6gt Efi SN SHOULD BE RA 33^5216

25 Aug 62 Doe, Fred C., US 34677985 Pfc E3 Duty JCS 11BAO ffiOUU) BE
11B20.

FCR THE

EDWARD K. KENT
CUC W3, USA
Aset Adj Gen

•kFigure 6-16J.
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C 2, AR 600-16
PROCEDURE 6-17

ERIFICATION OF THE ROSTER OF EXCEPTIONS AND THE PERSONNEL ROSTER
FROM THE SERVICING DATA PROCESSING UNIT

(Applicable in lieu of Procedure 6-16 when punched card machines are available.)
Reference. AR 330-504.
Procedure

1. The Machine Processing Unit (MPU)
compares the data received each month from
the servicing Data Processing Unit (DPU)
with the data which i$ on file in their punched
cards in order to identify the personnel for
whom there is conflicting data. The MPU will
prepare a Roster of Exceptions which lists each
individual for whom there is a conflict in data.
The reports clerk together with the records
clerk must then screen the 201 file and/or
morning report to determine the cause of dif-
ferences in data. The Roster of Exceptions will
include some names listed twice and some
names listed only once; when a name appears
only once and is followed by an asterisk, the
data is that which is on file in the MPU and
no corresponding1 data was received from the
DPU; when a name appears only once and is
not followed by an asterisk, the data is that
which is on file in the DPU and no correspond-
ing data is on file in the MPU; when a name
appears twice, the second line is always fol-
lowed by an asterisk and is the data on file in
the MPU. Section IV, chapter 8 contains details
on making entries on machine cards, and must
be referred to by the reports and records clerks
when preparing processing cards to correct
data which is on fi le in the MPU.

2. Upon receipt of the DPU roster and the
Roster of Exceptions from the Reports Team
Leader, the reports clerk takes the roster of
Exceptions to the records clerk who maintains
the 201 files of the uni t being verified. The re-
ports clerk and the records clerk jointly verify
and correct the roster as follows:

a. When the name appears on two lines—
(1) Verifies the data on the first line

against the 201 file, and follows AR
330-504 for making corrections.

(2) Compares the data on the second line
with data on the first line. If there is
an error on the second line, takes the
following action(s), as appropriate
and applicable:

it(a) If there is an error in the name,
grade or service number, obtains a

6-36

Personnel Data Card (DA Form
2468-1) from .the 201 file. Enters
the correct data in the appropriate
blocks on the card, and 'or,

(b) If there is an error in the expiration
of term of service, obtains a Per-
sonnel Suspense Card (DA Form
2470-1) from the 201 file. Enters
the correct data in the appropriate
blocks on the card, and/or,

(c.) If there is an error in any other
items of data on the roster, i.e.,
other than the items mentioned in
(u) and (b) above, obtains a Per-
sonnel Qualifications Card (DA
Form 2469-1) or a Personnel Data
Card, as applicable, from the 201
file. Enters the correct data in the
appropriate blocks on the card
which contains the incorrect infor-
mation. When there is other incor-
rect data on the Personnel Data
Card, and a card was prepared to
correct a name, grade or service
number ( ( a ) above) enters the cor-
rect data in the appropriate blocks
on the same card.

b. When the name appears on only one line
and is followed by an asterisk screens the
morning reports and determines if the individ-
ual was reported as an assigned gain or loss
during the period covered by the roster.

(1) If the individual was reported as a
ioss, enters the individual's name,
grade and service number on a blank
Personnel Data Card. Knters the date
the individual was reported as an as-
signed loss on the face of the card, for
example, "Assigned Loss—Ref MR

»
I D»lc i

If the individual was not reported as a
loss, or was reported as a gain, enters
the missing DPU data from the 201
fiie on the blank line above the MPU
data, and enters the date the individ-
ual appeared on the morning report in
the right margin of the roster.
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AR 600-16

c. When the name appears on only one line and
is not followed by an asterisk, screens the morning
reports and determines if the individual was re-
ported as an assigned gain or loss during the period
covered by the roster.

(1) If the individual was reported as a loss,
draws a fine line through the entire entry
and enters the date the individual appeared
on the morning report in the right margin
of the roster.

(2) If the individual was reported as a gain,
verifies the entry as prescribed in a(I)
above, and from the information in the
201 file, prepares a Personnel Data Proc-
essing Card, Personnel Qualifications Proc-
essing Card, and a Personnel Suspense
Processing Card. Enters on the face of
each card, the date the individual was
reported as an assigned gain, for example,
"Assigned Gain-lief MR w**)......."

3. Upon completion of the verification of each
Roster of Exceptions, the reports clerk returns to
his work area with the corrected roster and the
processing cards prepared during the verification.
Takes the following actions:

a. Transfers the corrected data and morning
report references from the first line of each 2-line
entry and 1-line entry not followed by an asterisk
from the Roster of Exceptions to the DPU roster.
Adds or deletes names from the roster that should
or should not have appeared on the roster.

b. Checks the strength totals on the last page of
the DPU roster and adjusts the totals if names of
individuals have been added or deleted.

c. Prepares 4 copies of a letter (fig. 6-16.1)
addressed to each unit having morning reports that
require corrections to previously reported data, and/
or require entries of new data not previously re-
ported.

(1) Signs the letter for the Chief, Records Unit,
and dispatches 2 copies through the appro-
priate personnel staff NCO to the unit.

(2) Places 1 copy of the letter in the morning
report suspense file for date on which the
correcting or substantiating entries are to
appear on the unit morning report.

(3) Holds 1 copy of the letter to be forwarded
to the MPU together with the processing
cards.

d. Enters the signature block of the Chief,
Records Unit on the last page of the DPU roster.

e. Removes 2 carbon copies of the DPU roster —
(1) Forwards 1 copy to the personnel manage-

ment specialist.
(2) Retains 1 copy as a working copy to be

posted up-to-date as changes occur.
(3) Delivers the remainder of the copies to

the Reports Team Leader for consolidation
and return to the servicing DPU.

/. Retains the corrected Roster of Exceptions for
reference.

g. Assembles the processing cards prepared for
each Roster of Exceptions, by card form number, and
attaches them to the appropriate letter to the unit
(c(3) above).

h. Forwards the cards and letters (c(3) above) to
the MPU with the number 3 copy of the appropriate
morning report (Procedure 6-15).
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AR 605-16

PROCEDURE 6-18
INITIATION AND MAINTENANCE OF QUALIFICATION AND SERVICE RECORDS

References. AR 611-103, AR 614-210, AR 640-
201, AR 640-203, DA Pam 600-8.

Procedure
1. Officer Qualification Record (DA Form 66).

a. When necessary to initiate or remake an officer
qualification record (sec V, AR 611-103), the
records clerk prepares DA Form 66 in duplicate,
using AR 611-103 to obtain the details on making
the entries in each item. Information to complete
the record is obtained from such sources as old
qualification records and personal interview.

6. If the officer is not physically present when
the new record is prepared, the records clerk for-
wards both copies of the DA Form 66 in a sealed
envelope to the appropriate personnel staff NCO
requesting that the officer review, sign both copies,
and return them to the Personnel Service Division.

c. Upon return of the DA Forms 66, the records
clerk—

(1) Insures that both copies have been properly
signed by the officer.

(2) Fifes the original copy in the 201 file.
(3) Prepares an envelope addressed to the

Chief of Personnel Operations, ATTN;
OPD- (Control Branch of Officer), De-
partment of the Army, Washington, D.C.
20310. (See sec I, AR 611-103 for officers
and warrant officers of the Army Medical
Service, Judge Advocate General'8 Corps
and for Chaplains.)

(4) Forwards the duplicate copy together
with the envelope to the Records Team
Leader (RTL) for review.

(5) If the old DA Form 66 was remade, places
the old record together with the related
Report of Change for DA Form 66 (DA
Form 66A) in the 31-day suspense file
for a date 30 days after the date the new
record is forwarded to the Control Branch.
Destroys the old records and reports of
change on the suspense date.

d. Upon receipt of a new DA Form 66 from the
records clerk, the RTL reviews the record for
completeness and accuracy. Places the record in
tbe envelope and dispatches to Department of the
Army.
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e. Upon receipt of information which requires an
entry on the DA Form 66, other than in item 18
(g below), the records clerk posts or changes the
record, as appropriate.

(1) Prepares an original and duplicate copy
of a Report of Change for DA Form 66
for changes in old data and entries of new
data as required by section IX, AR 6J1-
103. Refers to section IX, AR 611-103
for details on preparation and submission
of DA Form 66A.

(2) Files the duplicate copy of the DA Form
66A in the 201 file for 1 year, or until 30
days after the date a new DA Form 66 is
prepared and forwarded to the Control
Branch.

(3) Posts the record of reports of change item
on the DA Form 66 by blacking out (in
pencil) the next change number in the
"changes" block on the record,

(4) Prepares an envelope addressed to the Chief
of Personnel Operations, ATTN: OPD-
(Control Branch of Officer), Department
of the Army, Washington, D.C. 20310.
(See sec I, AR 611-103 for officers and
warrant officers of the Army Medical
Service, Judge Advocate General's Corps
and for Chaplains.) Forwards the original
copy of the DA Form 66A together with
the envelope to the RTL for review. (If
required by the RTL, the DA Form 66A
will be attached to tbe DA Form 06.)

/. Upon receipt of the DA Form 66A from the
records clerk, the RTL reviews and obtains the
signature of the Chief, Records Unit.

(1) Places the DA Form 66A in the envelope
and dispatches.

(2) Returns the DA Form 66 to the records
clerk-, if applicable.

g. Upon receipt of a source document such as
the morning report or copy of orders which requires
an entry in item 18 of the DA Form 66, the records
clerk forwards the records to the personnel action
specialist with an informal request to review the
record and determine if the change will require the
rendition of an Officer Efficiency Report (DA Form
67-5). Upon receipt of notification from the
personnel action specialist, the records clerk makes
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C 3, AR 600-16

the appropriate entries in item 18 on the rec-
ord (see Procedure 4-1).

k. The annual audit of the DA Form 66 is
accomplished by forwarding the DA Form 66
in a sealed envelope to the officer, utilizing DA
Form 1049 (fig. 6-18.1) for transmittal. A copy
of the DA Form 1049 is retained in the 31-day
suspense file to control the return of the record.
The review of an officer's MOS is accomplished
by forwarding the 201 file to the appropriate
personnel management specialist when an offi-
cer is transferred, reassigned, or when an effi-
ciency report is rendered.

2. Enlisted Qualification Record (DA Form
20).-fc a. The records clerk -maintains and,
when necessary, remakes the DA Form 20 in
accordance with the details outlined in AR
600-200.

b. It is required that a duplicate copy of the
DA Form 20 of enlisted personnel in the follow-
ing categories be maintained at Headquarters,
Department of the Army:

(1) Grades E-7, K-8, and E-9.
(2) Grades E-6 and below, as follows:

( a ) Members of the noncommissioned
officers logistics program.

(b) Special Forces:
1. Personnel awarded special qualifi-

cations digit 3 to primary or duty
MOS.

2. Personnel undergoing training in
TOE Special Forces Groups or units
preparatory to award of special
qualifications digit 3.

(r) Special duty assignment, MOS 002.
(d} Enlisted Aide, MOS 003.
(c) Special Bandsman. PMOS 03-1.
(/) Scientific and Engineering Assist-

ants. PMOS 309, 409, 509, 709, 908,
909, and 939.

(g) N'uclear Powerman, PMOS 358.
(A) Attache Specialists:

1. Personnel awarded MOS 70f> as pri-
mary or duty MOS.

2. Personnel undergoing on-the-job
training in Attache System prepar-
atory to award of MOS 705.

AGO 660SA

(i) Assistant Criminal Investigator,
PMOS 953.

(j) Intelligence Specialist, PMOS 971
and 972.

( fc) Military Intelligence Coordinator,
PMOS 974.

c* Upon receipt of notification that an indi-
vidual has been newly appointed to E-7, or falls
within any of the categories listed in 6 above,
the records clerk —

•^ (I) Prepares a duplicate copy of the DA
Form 20 not later than 5 working days
after the date of appointment. See AR
600-200 for details.

(2) Transmits the duplicate DA Form 20
to the Chief of Personnel Operations,
ATTN: EPADS, Department of the
Army, Washington, D. C. 20310.

. The records clerk reports changes to
items 7, 14, 15, 17, 22, 23, 25. 26, 27, 29, 33
(include permanent change of station, change
of duty station, major permanent-type duty as-
signment changes only), and 34. DA Form 2876
will be used to make changes.

(1) Follows the procedure in paragraph
lr(3), except that the envelope is ad-
dressed to the addressee indicated in
c above.

if (2) File.s the duplicate copy of the DA
Form 2876 in the 201 file for 1 year,
or until a new DA Form 20 is pre-
pared.

f. \Vhenever active service in grades E-7,
E-8, and K-9 is terminated for any reason
(retirement, separation without immediate re-
enlistment, or death) a final report of change
reflecting appropriate information will be sub-
mitted immediately.

/. Additional copies of the DA Form 20 will
be made as prescribed by Department of the
Army directives or for a specific purpose. Each
additional copy so prepared wil l be clearly
marked "COPY" and will be destroyed imme-
diately after use for the specific purpose for
which prepared.

+3. Enlisted Service Record (DA Form 24).
Rescinded.
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PERSONNEL ACTION
(AR 340-IS)

T^TT

AGPSD-A

DME S-13 Oct 61
2 Oct 61

Annual Audit of DA Form 66
TO: Capt Thcnas W. LLngen, 023 436

Co B, 1st Bn, 19th Inf
Fort MUler, Utah

FROM: CG, 99th Inf Div
Fort Miller, Utah

Section VI, AR 611-103, requires all officers to audit their Officer
ificaticn Record (DA Form 66) annualy. The date of the last audit as recorded
in Item 35 of your DA Form 66 is 11 Oct 60 .

2. Upon completion of this audit erase present pencil entry in Item 35 and
record new date IK PENCIL.

3. DO NOT correct or change any entry on your DA Form 66 except Item 35.
Remarks concerning other information on the record may be made in your return
cement.

4. This correspondence together with your DA Porn 66 is to be placed in a
sealed envelope and hand-carried to the personnel staff NCO who will forward it
to this headquarters. Message Center service will not be used.

date.
5. Return completed action by Comment No. 2 not later than the suspense

FOR THE COMMANDER!

1 Incl
DA Form 66

TOi CG, 99th Inf Div
ATTNi AGPSD-A

EDWARD F, KENT
CUO, W-3, USA
Asst Adj Gen

FROM: Capt Thomas W. Ungen
Co 3, 1st Bn, 19th Inf

U Oct 61

Cosnant No. 1 complied with.

1 Incl
nc

1CMAS W. LIN(SN
023456
Capt, Inf

use PLAIN PAPC* FOK CONTINUATION OF

DA.S* ..1049 EDITION OF I OCT Bl, WHICH l» OBSOLETE

irFiffure 6-18.1.

OtO !•» O • 1MIU

6-40 AGO 6603A
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C 2, AR 600-16

PROCEDURE 6-19

PREPARATION OF RECORD OF EMERGENCY DATA

References. AR 640-40, DA Fam 600-8.

Procedure
1. When serving as a member of the Inprocessing

Team, the records clerk takes the following action
as a part of inprocessing of personnel records
(Procedure 6-2) :

a. Removes the current Record of Emergency
Data (DA Form 41) from the replacement's 201
file and requests that he review the form for cor-
rectness.

ifb. If there are changes which necessitate re-
making the current DA Form 41—

( J ) Prepares a new DA Form 41 by referring
to AR 640-40 and Procedure 7-14, DA
Para 600-8 to obtain the details on com-
pletion of the form.

(2) Requests the individual to review the new
DA Form 41 and sign in item 22.

(3) Signs in item 23 as a witness.
(4) Places both copies of the new DA Form

41 in the 201 file.
ifc. If there are no changes which necessitate re-

making the current DA Form 41—
(1) Requests the individual to review the

form.
(2) Enters new review date in pencil.
(3) Places the form in the 201 file.

2. As a member of a composite team in the
Personnel Service Division (PSD), the records
clerk—

a. Examines the contents of 201 files received for
new replacements to Determine if a new DA Form
41 was prepared during inprocessing.

If a new DA Form 41 was prepared—
(1) Removes the original (card) and places

it together with any other new DA Forms

(2)

(3)

41 prepared for that date in an envelope
addressed to Chief, Casualty Branch,
TAGO, Department of the Army, Wash-
ington, D.C. 20315. and dispatches.
Withdraws the old (yellow) copy of the
form from the 201 file and destroys it.
Files the new (yellow) copy of the, form
in place of the old form.

3. The records clerk will routinely receive in-
formation which may cause a DA Form 41 to be
remade. Sources of such information are —

a. Notification by the individual concerned.
b. Information from the pay specialist when—

(1) An individual's marital status changes.
(2) There is a birth or an adoption of « child.
(3) There is an increase or decrease in an

individual's withholding tax exemptions.
(4) An individual requests termmntion of

authority to ration separately.
c. Receipt of the 201 file copy of an Applicnt ion

for Uniformed Services Identification and Privi-
lege Card (DD Form 1172).

4. When information is received which indicates
that a new DA Form 41 is to be prepared and the
individual is not present in the PSD, the records
clerk —

a. Follows the procedure in paragraph 16(1).
ifb. Places the new DA Form 41 in an envelope

together with an informal note requesting that the
individual review (he new form, sign in item 22
on all copies and return them to the PSD by
(specify date). (The company clerk or first
sergeant may witness the signing of the new form.)

c. Dispatches the envelope to the individual's
unit.

5. Upon return of the signed forms, the records
clerk follows the procedure in paragraph 2&.

ft 6-41

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil



AR 600-16
PROCEDURE 6-20

PREPARATION AND PROCESSING OF ARMED FORCES SECURITY QUESTIONNAIRE

References. AR 604-10, DA Pam 600-8.

Procedure
1. If the inprocessing clerk indicates that an

Armed Forces Security Questionnaire (DD Form
98) must be remade, the records clerk—

a. Prepares a new DD Form 98 in an original
copy only.

6. Requires the individual to read the form and
personally complete the answers under question 2
by writing "YES" or "NO" in the appropriate
blocks.

c. Requires tbe individual to return upon com-
pletion of the days inprocessing or at a designated
time.

2, When inprocessing is completed, or at the
designated time, the records clerk takes the DD

Form 98 and the individual to a designated officer
assigned to the Replacement Detachment.

3. The designated officer reviews the DD Form
98, and if in order—

a. Has the individual sign the form.
b. Signsasa witnessof the signature,
r. Dismisses the individual.
d. Returns the form to the records clerk.
4. The records clerk files the new DD Form 98 in

the 201 file. Old DD Forms 98 are not destroyed
but retained in the 201 file indefinitely.

5. If an individual answers YES under question
2, Section IV, qualifies his DD Form (J8, or refuses
to accomplish it in its entirety, the records clerk
takes the individual and the, DD Form 98 to the
Chief, Records Branch for interview and action
under AR 604-10.
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AR 600-16

PROCEDURE
RECORDING COURT-MARTIAL CONVICTIONS, REMISSION OR SUSPENSION OF
SENTENCE, VACATING SUSPENDED SENTENCE AND DISPOSITION OF RECORD

ft

References. AR600-200,DA Pam 600-8.

Procedure
1. Upon receipt of a court-martial order or sum-

mary court-martial case, the records clerk—
a. Screens the 201 file to determine if it contains a

Record of Court-Martial Conviction (DA Form20B) .
6. Enters the data from the court-martial order

or case on the existing DA Form20Bor prepares a
new DA Form^OB as appropriate. Refers to AR

600—20(Xor details on initiating and entering infor-
mation on the DA Form 20B..

-c. Makes an entry in the 201 file index for a newly
initiated DA Form 20B.

d. Posts the Service Record (DA Form 24) and
Qualification Record (DA Form 20), as necessary.

e. Forwards the 201 file together with the DA
FormgQB and court-martial order or case, to the
Records Team leader (RTL) for review.

2. Upon receipt of the above records and docu-
ments from the records clerk, the RTL—

a. Reviews for completeness and insures that
the necessary entries have been posted to the DA
Form 20, DA Form 24, and the 201 file index.

b. Obtains the signature of the Chief, Records
Unit on the DA Form 20B.

c. Returns the records and documents to the
records clerk.

3. Upon return of the records and documents from
the HTL, the records clerk- -

a. Files the DA Form20E>n the Military History
Section of the 201 file.

b. Files the copy of the court-martisJ order or
case, as a temporary document in the 201 file.

c. Notifies the control specialist that a suspense
date must be established for forwarding of the
DA ForngOB to The Adjutant General.

4. When a court-martial order is received which
remits, suspends, or vacates a suspended sentence,
the records clerk—

n. Withdraws the DA FornQce from the 201 file.

6. Records the information on' the form as pre-
scribed in AR 600-200*

c. Attaches the court-martial order to the DA
FormSCBand forwards it to the RTL for review.

o. The RTL reviews the DA Form^OE^ obtains
the signature of the Chief, Records Unit, and returns
the form and court-martial order to the records
clerk.

6. When the DA Form 20B and court-martial
orders are returned by the RTL, the records clerk
follows the procedure in paragraph 3.

7. The records clerk withdraws the DA Form 2QB
from the 201 file and forwards it to The Adjutant
General, ATTN: AGPF-I, Department of the Army
on the following occasions:

a. Upon discharge and immediate reenlistment.
6. Upon release from active duty or active duty

for training, and return to the ARNGUS or return/
transfer to the Army Reserve. (In this case the
records clerk will forward the DA FormZCBonly if
the division is responsible for transfer activity
processing.)

c. Three years from the date of the last court-
martial conviction.

8. When a DA FormSQBis to be forwarded to
The Adjutant General, the records clerk—

a. Withdraws the form from the 201 file.
b. Lines out the entry in the 201 file index.
c. Prepares an envelope for transmittal of the

form.
d. Forwards the 201 file, DA Form20B and

envelope to the RTL.
e. Notifies the control specialist of the completed

action.

9. The RTL dates the lined-out entry in the
201 file index and obtains the initials of the Chief,
Records Unit.

a. Returns the 201 file to the records clerk.
b. Places the DA Form2GB in the envelope and

dispatches it.
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AR 600-16

PROCEDURE fr-22
PREPARATION OF EXTRACT OF MILITARY RECORDS OF PREVIOUS CONVICTIONS

References. AR 630-10, DA Pam 600-8, Manual
for Courts-Martial (MCM-1951).

Procedure
1. When a request for an Extract of Military

Records of Previous Convictions (DD Form 493) is
received from the unit, personnel staff NCO, or
other official sources, the records clerk—

o. Inquires of the requestor if other documents
or data are required from the Personnel Service
Division e.g., Extract Copy of Morning Report
(DA Form 188), or pay data for charge sheets.

6. Notifies the Records Team Leader (RTL)
immediately if priorities must be established, or if a
portion of the work must be reassigned to another
clerk.

c. Requests the Office Services Unit to prepare
the extract of morning report entires (Procedure
7-13), if requested, and obtains the pay data from
a pay specialist, as appropriate.

d. Screens the 201 file to determine if the indi-
vidual has a Record of Court-Martial Conviction
(DA ForntJOB) which pertains to his current term
of service, and is not over 3 years old.

(1) If a DA Form2C£is on file, prepares DD
Form 493 in the number of copies re-

quested, by extracting the pertinent infor-
mation from the DA ForrriZOBand entering
it on the DD Form 493.

(2) If there is no DA Form20Bon file, prepares
DD Form 493 in the number of copies
requested, modified to indicate there is
no record of previous convictions.

e. Prepares an envelope addressed to the re-
questor, and attaches the DD Form 493 together
with the other documents or data, as appropriate,
and forwards the envelope to the RTL. (The
RTL may require that the DA Form2QBaccompany
the. DD Form 493 if there is a record of previous
convictions.)

2. Upon receipt of the completed DD Form 493,
and when requested, other documents or data, from
the records clerk, the RTL—

o. Reviews for correctness and completeness.
6. Obtains the necessary signatures from the

Chief, Records Unit.
c. Places the documents in the envelope and

dispatches it to the requestor.
d. If appropriate, returns the DA Forrn2CB to

the records clerk.
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C 1, AR 600-16

PROCEDURE 6-23
ADMINISTRATIVE ACTIONS RESULTING FROM ABSENCE WITHOUT LEAVE

AND DESERTION

ft

References. AR 630-10, AR 640-10, AR 600-200,
DA Pam 600-8.

Procedure
1. When a morning report entry indicates an

individual is AWOL, the reports clerk places a note
in the 31-day suspense file for the 9th day of
AWOL as a reminder to insure that the unit
commander notifies the individual's nearest rela-
tive not later than the 10th day of AWOL.

2. The control specialist flags the personnel
suspense card to prevent any favorable personnel
actions.

3. The records clerk receives a copy of the DA
Form 268 from the personnel action specialist,
places it in the 201 file and gives the file to the
Records Team Leader (RTL).

4. The RTL acts as custodian of the 201 file
pending final disposition.

a. Places a note in the 31-day suspense file for
the 30th day of AWOL as a reminder to prepare
DD Form 553 (Absentee Wanted by the Armed
Forces).

•^•6. Places a note in the 31-day suspense file
for the Il7t.h day of AWOL as reminder to close
out the records and forward them to The Adjutant
General providing a report of return to military
control or confinement by civil authorities has
not been received.

5. When a cop}- of the letter to the nearest
relative ia received from the unit commander, the
RTL places it in tho 201 file.

6. On the 30th day of AWOL, the RTL—
a. Prepares and distributes DI.) Forms 553 m

accordance with inst ruct ions in AR 630-10.
(1) Insures that the complete distribution of

the forms is noted on the reverse of each
form prepared.

(2) Obtains the signature of the Chief,
Records Unit on each form.

(3) Dispatches the forms not later than the 2d
workday after the date the individual is
dropped from the rolls of bis organization
as a deserter.

b. Places 1 copy of the DD Form 553 in the 201
file to be retained with the records.

c. Insures that the proper entry has been made
on the unit morning report by checking with the
reports clerk. Qualification

d. Makes an entry in the^ Record (DA
Form^O ) dropping the individual as a deserter
(see AR 600-200).

*7. On the 117th day of AWOL the RTL takes
action to obtain the substantiating documents
which must accompany the records to The Ad-
jutant General (see AR 630-10). Instructs the
records clerk to obtain the individual's health and
dental records from the medical facility.

8. Upon receipt of the health and dental rec-
ords, and the substantiating documents to accom-
pany the records, the RTL forwards all the records
and documents to the outprocessing clerk.

9. Upon receipt of the records from the RTL,
the outprocessing clerk—

a. Outprocesses the records in accordance with
Procedure 6-6.

ifb. Prepares a letter of transmittal and dis-
patches the records to The Adjutant General,
ATTN: AGPO-XDA, Department of the Army,
Washington, D.C., 20315.

10. When an individual has been absent for less
than 30 days and is returned to his unit of assign-
ment—

a. The RTL returns the records to the records
clerk and destroys the notes in the 31-day suspense
file.

b. The records clerk makes the necessary entries
in the service record and refiles the records.

•^•11. When an individual has been absent for
30 days or more but less than 119 days and is
returned to military control, the RTL takes the
following action, as appropriate—

a. If the individual is reassigned to his previous
unit of assignment—

(1) Prepares DD Form 616 (Report of Return
of Absentee), obtains the signature of the
Chief, Records Unit, and dispatches the
forms to the recipients of the DD Forms
553, except that only 3 copies of the form
are forwarded to The Adjutant General.

(2) Returns the records to the records clerk
who follows the procedure in paragraph
106.
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C 1, AR 600-16

b. If the individual is not being returned to the
division for final disposition, returns the records
to the records clerk with instructions to notify the
pay specialist, and initiate outprocessing proce-
dures in accordance with Procedure 6-5. Requests
the records clerk to prepare an Extract of the
Morning Report (DA Form 188) listing: all morn-
ing report entries pertaining to the unauthorized
absence. (DA Form 188 is authenticated by the
Chief, Records Unit and forwarded with the 201
file to the commander who is to take final action to
dispose of the case.)

12. Upon receipt of information that an individ-
ual has been apprehended, and is not being re-

turned, and his records have been forwarded to
The Adjutant General, the RTL—

a. Prepares a letter informing the gaining com-
mander that tbe individual's records should bo
requested from The Adjutant General.

6. Has the letter signed by the Chief, Records
Unit, and dispatches it.

13. The above procedure does not apply to
soldiers serving on ACDUTRA who enter an
AWOL status. When a soldier serving on
ACDUTRA enters into an AWOL status, the
procedures outlined in AR 630-10 under the
paragraph heading "ACDUTRA Personnel in
AWOL Status" will be followed.

6.46
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AR 600-16

PROCEDURE 6-24

PROCESSING REQUESTS FOR MILITARY IDENTIFICATION TAGS

References. AR 606-5; Procedure 11-4-2, AR b. Contacts the individual to resolve differ-
600-17; DA Pam 600-8. ences between information in the request and

the 201 file.
Procedure c- Initials the request to indicate that the

information in the request has been verified
1. Upon receipt of a request for identifica- against the 201 file,

tion tags from the unit (two blank tags are
attached to the request), the records clerk- 2- Forwards the request together with the

blank tags to the Office Services Unit for em-
a. Verifies the information in the request bossment and return to the unit. (Procedure

against the individual's 201 file. 7-15).

AGO 6601 A. 6—47

ZapataMP
Pencil
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PROCEDURE ft-25

RECEIPT AND RECORDING OF ENLISTED CONDUCT AND EFFICIENCY RATINGS

a. Forwards 1 copy of the DA Form 1049 to
the RTL for review.

b. Places 3 copy of the DA Form 1049 in the
31-day suspense file pending return of the re-
quested ratings.

c. Follows the procedure in paragraph Ib
and c upon return of the DA Form 1049 from
the unit.

if-i. Upon receipt of an order awarding the
Good Conduct Medal, the records clerk enters
the appropriate ratings in the DA Form 20
and forwards the record to the RTL, who gives
it to the Chief, Records Unit for review.

5. Upon receipt of an order indicating a
change in principal duty assignment, or reas-
signment of a commissioned or warrant officer,
the records clerk—

n. Requests the RTL to contact the appro-
priate personnel staff NCO and request a roster
of enlisted personnel supervised by the officer
and applicable ratings.

b. Follows the procedure in paragraph 16
c.nd c upon receipt of the requested roster.

6. Upon receipt of the above mentioned docu-
ments from the records clerk, the RTL—

a. Signs DA Form 1049 for the Chief, Rec-
ords Unit and dispatches it to the unit.

Rescinded.

•^References, Procedure 11-̂ 1-1, AR 600-17;
AR 600-200; DA Pam 600-8.

Procedure
1. Upon receipt of the Personnel Records

Branch copy of the Personnel Information Ros-
ter, from the personnel action specialist, the
records clerk—

a. Screens the remarks section of the roster
for conduct and/or efficiency ratings for indi-
viduals having changes in duty assignments
and/or supervisory changes.

ifb. Enters the appropriate ratings in the
individual's Qualification Record (DA Form
20).

c. After the ratings have been entered, for-
wards the DA Forms 20 to the Records Team
Leader (RTL) to obtain the initials of the
Chief, Records Unit.

2. The records clerk prepares a DA Form
1049 (Personnel Action) (fig. 7-22.1, DA Pam
600-8) in 2 copies, requesting conduct and/or
efficiency ratings—

a. If the Personnel Information Roster indi-
cates changes which require conduct and/or
efficiency ratings, and no ratings are recorded.

b. Upon receipt of orders effecting discharge
and immediate reenlistment.

3. When paragraph 2 applies, the records
clerk—

6-48 AGO «03A
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AR 600-16

PROCEDURE 6-26
IDENTIFICATION OF ENLISTED ALIEN PERSONNEL

References. AIfcOO-200,I>A Pam 600-S.

Procedure
1. On the first workday of each month the reports

clerk—
a. Withdraws the file copy of the DA Form 1049

prepared for the previous month, for each unit,
listing the names of enlisted aliens, enlisted under
the authorities cited in AR 600-200,

6. Screens items 8, 9 and 18 of the Personnel
Suspense Cards (DA Form 2431) and posts gains,
losses, changes of assignment and duty MOS to
the DA Form 1049.

c. Obtains the 201 file from the records clerk
and checks DA Form 20 for changes in the duty
position title.

d. Types 3 copies of a new DA Form 1049 (fig.
7-21.1, DA Pam 600-8) and addresses an envelope
to each unit commander and battalion S-2 con-
cerned.

e. Withdraws 1 copy of the DA Form 1049
and places it in the 31-day suspense file for use in
preparing next month's report.

/. Forwards the original and duplicate copy
together with the envelopes and the work copies
of the old DA Form 1049 to the Reports Team
Leader.

2. Upon receipt of the documents from the
reports clerk, the Reports Team Leader—

a. Reviews, signs and dispatches the original
copies to the unit commander.

b. Assembles the carbon copy of each unit DA
Form 1049 by battalion.

(1) Prepares a division consolidated listing by
battalion using a new DA Form 1049.

(2) Dispatches tbe carbon copies (unit listings)
grouped by battalion to the battalion S-2.

(3) Signs and dispatches the consolidated
listing to the division G-2.

c. Destroys the old copies of the DA Form 1049.
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AR CM-46

PROCEDURE 6-27
PREPARATION OF THE DAILY CONSOLIDATED STRENGTH REPORT

Reference. None.

Procedure
1. Upon receipt of the morning report (MR), the

reports clerk—
a. Processes the MR in accordance with Proce-

dure 6-14.
b. Assembles the reproduced copies of the MR

which have been retained for use in preparing tbe
daily Consolidated Strength Report (CSR).

c. Prepares 2 copies of a CSR by transcribing the
strength totals for each unit from the MR onto a
preprinted form, using a separate set of forms for
each battalion and separate company. A sample
format is shown in figure 6-27.1 and may be modified
to meet local requirements.

d. Enters the totals for each battalion and
separate company on tbe last line of the report.

e. Forwards tbe original copy of each battalion
and separate company report to the Reports Team
Leader for consolidation.

/. Retains the duplicate copy of each report as a
working file copy for 90 days, and destroys.

2. Upon receipt of the CSR's from the reports
clerks, the Reports Team Leader—

a. Reviews tbe reports for completeness.
b. Prepares 3 copies of consolidated CSR for the

division by transcribing the totals for each battalion
and separate company onto the preprinted report
form (fig. 6-27.1).

c. Enters the grand total for the division on the
last line of the consolidated report.

d. Forwards 1 copy of the consolidated report to
both the division AG and G-l.

e. Attaches 1 copy of the consolidated report to
the individual reports. Retains for 30 days, and
forwards to tbe Office Services Unit for

6-GO

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Re: Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil



U

2 •o tn •q

t# sr 3
 

H

5
 

o
3 

^
£ 

B
i 

a

91
-0

09
 S

V

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil



C 1, AR 600-16

^PROCEDURE 6-28

PREPARATION OF THE OFFICERS STRENGTH REPORT BY BRANCH

Reference. None.
Procedure

1. Tbe reports clerk prepares a daily Officers
Strength Report by Branch for each battalion
and separate company served by his composite
team. The report reflects the number of officers,
by branch, and warrant officers, by monitoring
branch, authorized and assigned. Figure 6-28.1
is a suggested format and may bo modified to
meet local requirements.

2. Upon receipt of the morning report, the
reports clerk—

a. Screens the remarks section and notes gains,
losses, branch transfers, and changes in PMOS of
warrant officers.

(1) Compiles all changes by battalion and
separate company.

(2) Adjusts the previous days report by
posting any changes.

6. Prepares the new report in 4 copies using the

posted previous days report as a worksheet.
e. Forwards the original and 2 copies to tbe

Reports Team Leader.
(1) Retains 1 copy for reference and use as a

worksheet.
(2) Destroys the previous days report.

3. Upon receipt of tbe Officers Strength Report
by Branch from tbe reports clerks, the Reports
Team Leader—

a. Reviews for completeness.
b. Assembles the reports by battalion and

separate company by numerical designation within
major subordinate command.

c. Prepares a Memo Routing Slip (DD Form 95)
for transmittal.

(1) Forwards 1 copy to both the division
G-l and AG.

(2) Retains 1 copy for ,'JO days then forwards
it to the central files in the Office Service
Unit.
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(Heading)

As of:

OFFICERS STRENGTH REPORT BY BRANCH

-BRANCH

GEN
AUTH ASG

COL

MJT ASG
U COL

AUTH AST,

MAJOR

AUTH ASG
CAPT

AUTH ASG
LT

AUTH A.^C
WO

AUTH Ai^t Tfrrt T *̂

r*
if Figure 6-t8.1.
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AR GOO-16

PROCEDURE 6-29
PREPARATION OF MONTHLY OFFICERS ROSTER

Reference. Local directives.

Procedure
1. Upon receipt of information, e.g., copy of

orders or a morning report entry, which causes a
change to the Monthly Officers Roster (MOR), the
reports clerk—

a. Posts the new information to the "working
copy" of the previous month's MOR.

b. If necessary to obtain additional information,
i.e., an office or quarters telephone number, quarters
address, etc., contacts the appropriate personnel
staff NCO and requests that he obtain the in-
formation.

c. Poets the requested information when received.

2. On a predesignated cutoff date, the reports
clerk—

a. Prepares a new officers roster (a suggested
format is shown in fig. 6-29.1) using the information

on the posted up-to-date working copy of the
previous month's MOR. (The MOR is prepared
OQ stencil to facilitate duplication.)

6. Proofreads the new MOR against the working
copy of the old MOR.

c. Forwards the «tencil(s) to the Reports Team
Leader for review.

3. Upon receipt of the stenrik from the reports
clerk, the Reports Team Leader—

a. Collects and collates the stencils, insuring that
all have been received for the division.

6. Reviews the stencils for correctness and
completeness.

c. Prepares a stencil for the MOR cover sheet.
d. Numbers the pages.
e. Prepares a DD Form 844 (Requisition for

Local Duplicating Service).
/. Forwards the stencils and the DD Form 844

to the Office Services Unit for duplication and
distribution.
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AR COO-16

PROCEDURE 6-30
PREPARATION OF EDUCATIONAL LEVEL SURVEY

Reference* AR 621-5.

Procedure
1. Upon notification from the Reports Team

Leader to prepare an Educational Level Survey,
the reports clerk coordinates the preparation of the
report with the verification of the monthly personnel
roster (DPU) (Procedure 6-16). A suggested
format for this report is shown in figure 6-30.1 and
may be modified to meet local requirements.

o. Screens item 16, DA Form 66 and item33»
DA Form 20, and enters the educational level
beside each name on tbe rosters. (The copy of
the-DPU roster that is to be retained as the working
copy is used for this purpose.)

6. Completes the survey by adding the numbers of
individuals in the various levels of education, and
posting them to a worksheet (fig. 6-30.1).

c. Using the posted worksheet, prepares 3 copies
of an Educational Level Survey for each unit,

d. Forwards all copies of the survey to the Reports
Team Leader, and retains the worksheet for ref-
erence.

2. Upon receipt of the unit surveys from the
reports clerks, the Reports Team Leader—

o. Reviews the surveys for completeness.
b. Attaches a memo routing slip marked for

"information" to the original copy of each unit

survey, and dispatches to tbe unit commanders
concerned.

c. Prepares 3 copies of an Educational Level
Survey for each battalion by totaling the unit
survey figures and entering them on a new survey
form.

d. Attaches a memo routing slip marked for
"information" to the original copy of each battalion
survey and 1 copy of the appropriate unit surveys,
and dispatches to the battalion commanders
concerned.

e. Prepares 2 copies of an Educational Level
Survey for the division by totaling the battalion
and separate company figures and entering them
on a new survey form.

/. Attaches a memo routing slip marked for
"information" to the original copy of the division
survey and 1 copy of each battalion and separate
company survey, and dispatches to the division
G-l.

g. Attaches the duplicate copy of the division
survey to the remaining copy of the battalion and
unit surveys and forwards to the central files in
the Office Services Unit.

3. When punched card machines are available
information to prepare the Educational Level
Survey is available in the Personnel Qualifications
Roster.

6*06
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EDUCATIONAL IZVZL SURVEY.

(unit)

EDUCATIONAL LEVEL

Eighth Grade - Not Completed

High School - Not Completed

College - belov 2 years

College - 2 to U years

College Graduates

TOTAL

REMARKS:

NUMBER OF PERSONNEL

OFFICERS
WARRANT
OFFICERS

ENLTSTED
- E-9 E-l - E-3 TOTAI

Fiffure 6-50.1.

6-57
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* APPENDIX 6-1
PROCEDURAL INTERACTION CHART

Personnel
Management

Branch

3-5
3-6
3-7
3-8
3-29
3-36

Personnel
Action
Branch

4-1
4-4
4-6
4-10
4-14
4-15
4-16
4r~17

4-18
4-21
4-22
4-26
4r-27

Military
Pay Branch

5-1
&-4

*6-l
*6-2
*6-4
•6-22

Office
Services

Unit

7-2
7-4
7-7
7-8
7-9
7-11
7-13
7-14
7-15

General

Appendix 2-1
Appendix 2-II

•These procedure* are contained in DA Pam 600-8.
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CHAPTER 7
OFFICE SERVICES UNIT

Section I. GENERAL

7-1. Discussion, a. The Office Services Unit is
designed to provide routine administrative support
for the Personnel Service Division. This activity is
not intended to provide total administration support
but exists to lessen the impact of routine adminis-
tration on the operating elements of the Personnel
Service Division.

b. Many of the functions found in the Office
Services Unit are closely related to those functions
of the AG Administrative Services Division. Every
effort must be made to avoid a misunderstanding of
responsibilities. Such functional areas as records

administration, reports control, and publications
control for the command are the responsibility of
the Administrative Services Division. The Office
Services Unit should be properly identified as a
supporting element of the Personnel Service Divi-
sion and not of tbe division headquarters.

c. A Procedural Interaction Chart (app. 7-1)
lists the procedures contained in the other chapters
of this regulation which affect the Office Services
Unit. It does not include the routine transmittal
of correspondence.

Section O. MAIL AND DISTRIBUTION

7-2. Responsibilities, a. The Office Services
Unit should be responsible for the mail and dis-
tribution function of the Personnel Service Division.
This will include receiving and internally routing
all classified and unclassified mail, including elec-
trically transmitted messages, correspondence and
publications, and the dispatch of such mail to the
divisional units and/or the Mail Distribution Cen-
ter, AG Administrative Services Division.

b. A messenger service should be provided to
facilitate communications between the Personnel
Service Division and the divisional units and is
discussed in section III. Most of the mail flowing
between the composite teams and the personnel
staff NCO'a can be picked up and delivered without
sorting in the Office Services Unit. This should be
accomplished through the use of special mail pouches
provided for this service. Certain documents which
originate in the Office Services Unit, e.g., copies of
special orders, should be included in the runs to

the personnel staff NCO's. The Message Center
should clearly identify the unit designation on all
such mail so that the messengers can insert it in the
correct mail pouch.

c. All incoming mail received from the Mail Dis-
tribution Center, AG Administrative Services Divi-
sion, should be sorted by the Message Center clerks.
These clerks must be thoroughly familiar with the
functions of the branches and composite teams of
the Personnel Service Division so that sorting of
incoming mail can be accomplished in a routine and
expeditious manner. Whether the mail should be
sorted for the composite teams or merely by branch
will depend upon the internal routing scheme being
used by the Personnel Service Division. An internal
messenger service to the branches and composite
teams may or may not be provided, depending upon
the resources and needs of the Personnel Service
Division.

7-1
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Section m. MESSENGER SERVICES

*7-3. Service to divisional units. In order to
provide timely service to the divisional units, the
Personnel Service Division should employ a direct
messenger service on a regularly scheduled basis.
The Office Services Unit should provide this service
between the personnel service and the battalion and
brigade personnel staff NCO's in the division. The
approach to this service should be based on the
concept that the Personnel Service Division is
servicing organization and the delivery of mail
between the serviced unit and the Personnel Service
Division should take into consideration the needs of
the unit. For example, copies of orders reflecting
changes in personnel status occuring on a particular
day are needed for preparation of the morning report
the following morning. Therefore a messenger run
should be scheduled to leave the Office Services Unit
immediately after final distribution of the special
orders. The frequency of the messenger runs will be
predicated upon the geographical location of the
various divisional units, but at least one run should
be scheduled for each morning and each afternoon
where possible.

7-4. Service within the Personnel Service
Division, a. At the time an internal routing scheme
is being devised, the practicality of establishing an
internal messenger service within the Personnel

Service Division should be considered. The alterna-
tives will be affected by the internal routing schemes
selected for the Personnel Service Division. Regular
messenger service can be provided by the Office
Services Unit to include a stop at each branch and
composite team in the Personnel Service Division.
This system would require a central receipt and
delivery point at each composite team. Further
distribution within the composite team would tie a
duty assigned to a designated team member. The
delivery of mail between the branch and its func-
tional teams would be included, but delivery from
the Office Services Unit directly to the composite
teams would depend on the internal routing scheme.
This internal messenger run could also be integrated
with the messenger run to the divisional units,
provided the geographical layout and time limita-
tions do not prohibit it.

6. The alternative to an internal messenger service
is to charge each branch with the responsibility for
picking up from and delivering to the Office Services
Unit. This, in turn, would require the branches to
provide for the flow of mail between the branch and
composite teams. The composite teams could
pick up from and deliver to either the Officer Services
Unit or the branch, depending on which internal
routing scheme is in effect.

Section IV. CENTRAL FILES

7-5. General, c. The Personnel Service Division
will be designated as an office of record for the divi-
sion headquarters to the extent determined by the
local files plan. Correspondence of interest to more
than one staff division will be generated by the
Chief of the Personnel Service Division in his capacity
as a member of the division adjutant general's staff.
The record copy of such correspondence properly
belongs with the headquarters central records files
and would be filed in the office designated by the
headquarters files plan.

6. The Office Services Unit centrally files record
documents (other than documents to be filed in
Military Personnel Records) for the Personnel Serv-
ice Division. These files include, but are not limited
to, a record set of special and letter orders and a

publications reference file. The file containers
should each have a File Charge-Out Card (DA Form
1615) in open view and readily accessible to facilitate
the control of reference publications. Each file
container should be accessible only through the
services of a member of the Office Services Unit.

c. Personnel of the Office Services Unit should be
designated to assist eteme nts of the Personnel
Service Division during the period that files cutoff
is being accomplished. This assistance will be
required principally for the identification of ac-
cumulated and unidentified files and for determining
the disposition of files on the schedule. Technical
assistance for records disposition should be furnished
by the Division Records Management Officer.

7-2
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Section V. DUPLICATING SERVICES

7-6. General, a. Within the Office Services
Unit duplicating machines have been provided for
the purpose of reproducing all publications, direc-
tives, authorized internal blank forms and other
requested material. A mimeograph machine will
serve to reproduce normal daily publications such
as special orders. A copying machine should be

obtained and made available for general copy
work.

b. Reproduction facilities in the Personnel Serv-
ice Division are for the support of that division
only. The Administrative Services Division of
the Adjutant General Section performs reproduction
work for other elements of the division head-
quarters.

Section VI. ORDERS

7-7. Preparation and control, a. Overall control
of orders preparation has been vested in the Office
Services Unit. It will be the responsibility of this
unit to maintain the necessary controls for the
receipt, preparation, and disposition of all special
and letter orders prepared within the division.
Provisions of AR 380-44 apply when mechanical
writing equipment is used for orders preparation.

b. The Office Services Unit will receive requests
for orders (DA Form 2446-R) from commanders
within the division who are authorized to approve
the order requested. Subsequently, the request for
orders will be routed to the branch having functional
responsibility for the type of action to be accom-
plished by the order. For example, a request for
orders establishing a board of officers will be routed
to the Personnel Action Branch; a request for orders
involving a reassignment will be routed to the
Personnel Management Branch, etc. Requests for

orders will also originate within the branches of the
Personnel Service Division.

c. One individual, normally an administrative
specialist, should be designated to supervise the
preparation and distribution of orders. It will be
his responsibility to receive the request for orders,
provide for the manual or machine preparation of
the order, and forward to the duplicating area for
final reproduction.

d. The Office Services Unit is responsible for
coordinating with the Machine Processing Unit to
effect machine preparation of orders. Essentially,
this will be accomplished in the same fashion as the
manual preparation of orders, the only exception
being that of forwarding the request for orders to
the Machine Processing Unit to prepare the stencil.
Two additional clerk-typists should be authorized
for the preparation of orders when automatic
typewriters are not available.

Section VH. PUBLICATIONS AND FORMS

7-8. Responsibility. The Office Services Unit is
responsible for requisitioning and maintaining a
stock of blank forms, and the preparation of req-
uisitions for publications for use within the Personnel
Service Division. An area of primary importance
is the necessity for insuring the availability of blank

forms and the adequacy of storage space. To
insure that sufficient copies are available for usage a
30-day stock level should be maintained. New or
revised local forms require approval of the local
forms management officer.

Section VHI. SUPPLY AND MAINTENANCE

7-9. Responsibility, a. The Office Services Unit's
responsibility for supply and maintenance includes—

(1) Procurement of expendable and non-
expendable supplies and equipment.

(2) Maintenance of records to include location
of nonexpendable supplies and equipment.

(3) Periodic physical inventories.

(4) Safeguards to insure against loss and
misuse of property.

(5) Turn-in of surplus, and unserviceable prop*.
erty.

6. Normally the Chief, Personnel Service Division
will designate the Chief, Administrative Machine
Branch, as the responsible person for assuring
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informal accountability of property. The Chief,
Administrative Machine Branch should control the
issue of property to the branch chiefs within the
Personnel Service Division by requiring these chiefs
to sign for the property issued to their branches.
Property issued to the branch chiefs should be
further receipted to the senior NCO in each com-
posite team. Hand-receipt files in duplicate should
be established by the Chief, Administrative Machine
B-anch, for each user to whom he has issued prop-
er y. The original of each file will be in the posses-
sion of the Chief, Administrative Machine Branch,
and the duplicate in possession of the user. As a
minimum each file will consist of tbe following:

(1) A folder clearly identifying the user and
hand-receipt file number.

(2) Hand-receipts listing items for which
direct responsibility has been fixed.

c. Expendable housekeeping and office supplies
need not be accounted for, however, the Chief,
Administrative Machine Branch, may maintain an
informal record of issues to assist in determining
amounts to be requisitioned. Requisitions will be
submitted on DA Form 2496 to the AG Administra-
tive Services Division or Administrative Company
as applicable.

d. One individual within the Office Services Unit
should be charged with the responsibility of con-
ducting routine inspections of the office facilities,
the TA, and the TOE equipment on a periodic
basis. He should be designated as the contact for
requesting maintenance service from the appro-
priate technical service, making the request either
by telephone or by submitting a DA Form 2407
(Maintenance Request), and insuring followup
action as required (see Procedures 7-11 and 7-12).

Section IX. REPORTS

7-10. General, a. The Personnel Service Divi-
sion will prepare a number of recurring personnel
type reports. The administrative control of these
reports will be the responsibility of the Office
Services Unit. In addition to personnel-type re-
ports, the Office Services Unit will be responsible
also for monitoring all other recurring reports. This
section and the procedures contained in other
chapters of this regulation, provide guidance only
for those recurring reports which pertain to per-
sonnel support.

6. Requests for reports will be initially referred
to the Reports Team Leader in the Personnel
Records Branch. The Office Services Unit will act
on a request for a report after the request has been
approved as feasible by the appropriate branch
chief. The Office Services Unit ia the focal point for
reports control within the Personnel Service Divi-
sion. Final approval of the report and the assign-
ment of a reports control symbol is the responsibility
of the division staff exercising reports control
authority for the division headquarters.

c. The reports control clerk of the Office Services
Unit will maintain a master reports register listing
all recurring reports prepared by the Personnel
Service Division. A sample register ia included as
Appendix 7-11. An extract of those reports per-
taining to a particular branch \vi\\ be prepared by
the reports control clerk and furnished to the branch.
The branches are responsible for maintaining their

7-4

copies of the register and forwarding any changes
in reporting requirements to the reports control
clerk. The branches are responsible also for
coordinating and consolidating reports, and estab-
lishing report preparation procedures among the
composite teams. Reports prepared by the branch
will be reviewed for accuracy and content and signed
by the branch chief. An extra copy of each report
will be prepared for the Personnel Service Division
Central Files. Reference file copies may be retained
in the branch and/or composite teams.

d. In addition to a master reports register the
reports control clerk will maintain a suspense
control system for all recurring reports. From
information in the suspense file and the master
register, the reports control clerk will establish
suspense dates, which will be forwarded to the
branch responsible for preparing the report (fig,
7-14.1). Branches will be responsible for main-
taining their own control system and for suspense
dates for their functional team. Daily reports, e.g.,
the Consolidated Strength Report, which are a part
of the normal routine, are an exception to this
control and do not require notification of submission
and suspense dates once the report has been estab-
lished. Procedure 7-14 outlines the steps to be
followed by the reports control clerk for controlling
recurring reports. Procedures for preparing an
individual report are contained in the chapter
pertaining1 to the branch concerned.
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PROCEDURE 7-1
SORTING OF INCOMING MAIL

References. AR 65-75, AR 341-1, AR 341-10,
AR 341-50.

Procedure
1. Upon receipt of incoming mail from the divi-

sional units or the Mail Distribution Center, AG
Administrative Services Division, the Message Cen-
ter clerk—

a. Sorts the mail into controlled and routine mail.
6. Refers uncommon mail to the administrative

supervisor in the Administrative Machine Branch
for a determination of the action branch.

c. Prepares a DA Form 2445 (Mail Control
Record) for mail received from the divisional units
which requires priority action.

d. Removes a copy of the DA Form 2445 from
mail when the Mail Distribution Center, AG Admin-
istrative Services Division has established a sus-
pense date.

e. Handles incoming registered, certified and
numbered insured mail in accordance with section
III, AR 65-75.

/. Places routine mail into the racks for the action
branches of the Personnel Service Division.

y. Reproduces sufficient copies of mail requiring
simultaneous action within more than one branch or
composite team.

h. Prepares a DA Form 187 (Missent Slip) for
mail that does not pertain to the Personnel Service
Division and places the mail, with the slip attached,
in the outgoing mail rack.

2. Upon receipt of an article of mail requiring
priority handling, the Message Center clerk—

a. Notifies the supervisor of the branch concerned.
6. Delivers the article of mail to the branch or

gives it to a branch representative when be arrives.

7-6
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PROCEDURE 7-2
CONTROL OF SUSPENSE MAIL

Reference. AR 341-1.

Procedure
1. The Message Center clerk receives the follow-

ing types of mail which require control:
a. Correspondence bearing a suspense date within

its contents.
6. Action copies of electrically transmitted mes-

sages.
c. Other selected categories of mail established by

policy to warrant priority action, e.g., congressional
inquiries, correspondence or circulars emanating
from higher headquarters, and certain correspond-
ence from civilian officials.

rf. Correspondence from divisional units in which
commanders have requested priority action or
reflected a sense of urgency. This type of corre-
spondence will require the preparation of a DA
Form 2445 (Mail Control Record) and processing as
discussed in paragraph 2.

2. Upon receipt of any of the above types of mail
from divisional units or the Mail Distribution Gen-
tor, AG Administrative Services Division, which has
a DA Form 2445 attached, the Message Center
clerk—

a. Determines the branch which will prepare the
reply.

b. Enters the branch designation on the DA Form
2445.

(1) Detaches a copy of the DA Form 2445 and
places it in the suspense control file for
the suspense date.

(2) Forwards the correspondence and attached
DA Form 2445 to the action branch.

3. Upon receipt of the correspondence, the chief
XCO of the branch—

a. Determines the composite team member who
who will prepare the draft reply.

6. Notes the designation on the DA Form 2445.
c. Removes I copy of the DA Form 2445 and

places it in the branch suspense file.
(/. Forwards the correspondence and remaining

copies of the DA Form 2445 to the composite team
member who will prepare the reply.

4. The chief NCO of the branch screens the
susjjense control file each day to control suspense
rases distributed to the composite teams.

7-6

5. If the action cannot be completed by the
suspense date, the individual preparing the draft
reply—

a. Contacts the chief NCO as soon as it is apparent
that he cannot meet the suspense date.

6. Explains to the chief NCO his reasons for
failure to meet the suspense date and requests a
new suspense date.

6. Upon receipt of notice that a suspense date
cannot be met, the chief NCO—

a. Determines a new suspense date.
b. Notifies the Message Center clerk of the reasons

for not meeting the suspense date and requests an
extension of the old suspense date.

7. Upon receiving a request for an extension of a
suspense date, the Message Center clerk—

o. Requests approval of the extended suspense
date from the Mail Distribution Center, AG
Administrative Services Division giving the reasons
therefor; or refers requests on cases included in
paragraph Id to the administrative supervisor.

6. Notifies the chief NCO of the branch concerned
of the new suspense date.

c. Refiles the DA Form 2445 in the suspense
control file for the new suspense date.

8. The Message Center clerk screens the suspense
control file each day and checks with the chief
NCO of the appropriate branch regarding the
status of replies suspended for the current day.

9. Upon receipt of the drafted reply with the DA
Form 2445 to the basic correspondence, the chief
NCO of the branch—

a. Reviews the draft for correctness and com-
pleteness.

b. Has the draft completed in final form.
c. Withdraws the suspense copy of the DA

Form 2445 branch suspense control file and destroys
it.

d. Forwards the correspondence and attached
DA Form 2445 to the Message Center clerk.

10. Upon receipt of the correspondence and DA
Form 2445, the Message Center clerk—

a. Removes the DA Form 2445 from the suspense
control file and destroys it.

6. Forwards the correspondence to the unit
concerned or to the Mail Distribution Center, AG
Administrative Services Division.
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PROCEDURE 7-3
FILING OF UNCLASSIFIED MATERIAL

Reference. AR 345-210.

Procedure
1. Upon receipt of correspondence to be filed,

the administrative message clerk—
o. Reviews each piece of correspondence, de-

termines the appropriate file classification and
affixes the file number in accordance with the
Functional Files System (AR 345-210).

b. Places the file classification in the right margin
of the paper, exercising caution not to obliterate
any other markings.

c. Assembles papers in top to bottom order in
one of the following methods:

(1) Under date of basic paper.
(2) Under date of latest action.

d. Checks to insure that all papers which should
be included to complete Lhe record are attached
and are in proper sequence.

e. Discards unnecessary documents such as en-
velopes, routing slips and extra copies.

/. Uses DA Form 1614 (Consolidated Croas-
Reference Sheet or List of Papers) for cross-
references.

g. Places correspondence in the folder corre-
sponding to the file classification insuring that each
piece is in chronological order.

7-7
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PROCEDURE 7-4
RECORDS DISPOSITION

Reference. AR 345-215.

Procedure
1. At a time designated by the records disposition

officer, the administrative specialist—
a. Prepares 2 copies of DA Form 2496 requesting

each of the branch chiefs to review his files and
withdraw files requiring disposition in accordance
with the records disposition schedule.

6. Reviews those files located in tbe Central Files
area in accordance with the same directive.

2. Accumulates all files received from the branches
and withdrawn from the Central Files. Separates
the files into two distinct groupings; those requiring

transfer to the records holding area and those re-
quiring destruction:

a. Destroys those files eligible for destruction in
accordance with Army regulations and local direc-
tives.

6. Transfers those files requiring transfer to a
records holding area in accordance with local
directives.

(1) Prepares 4 copies of DA Form 2172 (Rec-
ords Shipment List) and refers to AR 345-
215 for packing and shipping procedures.

(2) Retains 1 copy of the DA Form 2172 for
file.

7-8
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PROCEDURE 7-5
PREPARATION OF ORDERS

References. AR 310-10, AR 380-44(8); Procedures
9-5-1, 11-5-4, AR 600-17.

Procedure
1. Upon receipt of a Request for Orders (DA Form

2446-R), the administrative specialist—
a. Reviews the request for completeness and

accuracy, and insures that the correct transaction
code has been assigned and that the request is
properly authenticated.

b. Determines the priority of the request.
c. Completes the orders control sheet by entering

the paragraph number; name of the individual, to
include unit of assignment; and transaction code.
Figure 7-5.1 is a suggested format and may be
modified to meet local requirements.

d. Annotates the request with the date, paragraph
and order number.

e. Assembles sufficient paragraphs for an extract
and gives the requests to a clerk-typist or, when
mechanical typewriting equipment is available hand-
carries the requests to the Machine Processing Unit.
(When a request is of such priority as to warrant
immediate publication, the paragraph is published
as a separate extract.)

2. Upon return of the orders requests together
with the completed stencil (s), the administrative
specialist—

a. Completes the "From Typ/MPU" column of
the orders control sheet.

b. Reviews the extract for accuracy and format,
and insures that each individual's name appearing
on an order request is accounted for on the extract.

c. Prepares 1 copy of a Requisition for Local
Duplicating Service (DD Form 844).

d. Takes the extract to the Chief, Administrative
Machine Branch for authentication.

e. Delivers the completed extract and the request
for duplicating service to the reproduction area.

3. When the last paragraph has been assigned to
an order, the administrative specialist completes
the orders control sheet to indicate the inclusive
paragraphs contained in the consolidated order.
Posts the paragraph number of each paragraph
assigned a security classification:

a. Files the request for orders for reference, or
forwards them to the central files for filing.

6. Furnishes information, when requested, con-
cerning the publication of orders, by referring to
the completed orders control sheet.

4. Orders containing classified security informa-
tion should be prepared on a standard (manual)
typewriter.
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ORDERS CONTROL SHEET
HEADQUARTERS

99th Inf Div, Ft Miller, Utah

Page 12 of 12 Pages

ORDERS NR 130. DATED 8 Sect 62

PARJ
NR

&
<&)

65

65

&

NAME AND UNIT

BRCWN, L, C. B - 501

HEWRY, B. E. A - 327

BELLOWS, R. A. C - 187

JAMES, N. G. B - 506

RIVERS, E. R. B— 506

PARKS, F. R. B - 506

INCLUSIVE PARA: 1 THROUGH 6? C

TC
NR

350

120

120

310

310

310

TO
TYPAfPU

fS

i/
i/

S

I/

/^

FROM
TYP/MPU

*••*•

d---'

*/

TC
RE PRO
ABRA

i^

(^

LASSIFIED PARA: 8 and 43

RHWARKS

7-S.l.
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fi PROCEDURE 7-6

PREPARATION OF EXTRACTS OF DEPARTMENT OF THE ARMY SPECIAL ORDERS

Reference. AH 310-10.
Procedure

1. Upon receipt of Department of the Army
Special Orders, the, administrative specialist—

a. Screens the orders in detail to determine if
they pertain to any personnel assigned to the
division.

b. Annotates the name of each i nd iv idua l so
identified with a checkmark.

c. Forwards the annotated DASO to a clerk-
typist with Instructions to prepare the extract.

ifd. Takes a copy of the DASO to the postal
locator (provided the OSTT doi-s not maimain a

locator file) to screen the names in those para-
graphs which do not include a unit designation.

e. Follows the procedure in 6 and c above if
additional names are identified.

2. Upon return of the typed extruct the admin-
istrative spec-ialist—

a. Reviews for accuracy.
?>. Takes the completed extract to the Chief, Ad-

ministrative Machine Branch for authentication.
c. Prepares 1 copy of DD Form 844 (Requisition

for Local Duplicating Service).
d. Forwaids the completed stencil and the DD

Form 844 to the duplication area for reproduction.
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PROCEDURE 7-7

INFORMAL ROUTING AND REQUISITIONING OF ADMINISTRATIVE PUBLICATIONS

Reference. DA Pam 310-1.
Procedure

1. Upon receipt of an in i t ia l distribution of
administrative publications from the Publications
Supply Point, the administrative specialist—

a. Withdraws 1 cop3' of each new publication
for routing to the Chief, Personnel Service Divi-
sion, branch chiefs, and the Chief, Machine Proc-
essing Unit.

b. Places all the copies to be routed in a U.S.
Government Messenger Envelope (SF 65).

c. Prepares an internal routing slip containing

the statement: "Initial Distribution—Individuals
desiring copies indicate name and number of copies
desired on the reverse of this form."

d. Dispatches the envelope to the first addressee
on the routing slip.

2. When the routing has been completed and
the publications are returned, the administrative
specialist—

a. Checks the internal routing slip and compiles
a list of persons requiring copies and the number of
copies desired.

b. Prepares a requisition as prescribed in Proce-
dure 7-8.
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fi PROCEDURE 7-8
PREPARATION OF REQUISITION FOR ADMINISTRATIVE PUBLICATIONS

AND BLANK FORMS

References. DA Fame in the 310-eeries.

Procedure
1. After a blank forms usage factor has been

determined, the administrative specialist routinely,
on a designated date during each month, prepares
a requisition to replace blank forms used by the
Personnel Service Division since submission of
the last blank forms requisition. In addition, the
administrative specialist requisitions administrative
publications based on the requirements indicated
on the routing slip discussed in Procedure 7-7.
Requisitions for administrative publications and
blank forms are prepared and submitted in ac-

cordance with the schedule contained in local
directives governing requisitioning procedure.

2. After a requisition has been prepared, the
administrative specialist forwards 2 copies to the
AG Administrative Services Division for consolida-
tion with requisitions submitted by other elements
of the division. Retains 1 copy of the requisition
for reference.

3. Upon receipt of the filled requisition, the
administrative specialist makes distribution of the
administrative publications to the requestors and
replaces the used blank forms with the new stock.
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PROCEDURE 7-9
PREPARATION OF REQUEST FOR NONEXPENDABLE SUPPLIES

Reference. Alt 735-35.

Procedure
1. Upon receipt of an informal written request

from a branch chief; the Chief, Machine Processing
Unit; or the senior NCO in a composite team, the
administrative specialist—

n. Reviews the request against the TOE, TA or
other operating allowance to insure that the items
requested are authorized.

b. Reviews the hand-receipt file and determines
the amount on hand.

(1) If the items requested exceed the operating
allowance, checks with each branch chief
to insure that full utilization is being made
of those items already issued.

(2) If the item requested is within the operating

allowance, prepares a requisition as indi-
cated in c below.

c. Prepares an original and 2 copies of DA Form
2496 (Disposition Form) requesting issue of the
items required. Includes the following information
in the request.

(1) Federal supply number (if applicable).
(2) I torn description.
(3) Unit .
(4) Amount.
(5) Authority.

d. Retains 1 copy for file and forwards the original
and 1 copy to the AG Administrative Services
Division.

2, Items received a$ a result of the request are
issued as prescribed in Procedure 7-10.
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PROCEDURE 7-10
ISSUE OF NONEXPENDABLE SUPPLIES AND EQUIPMENT

Reference. AR 735-35.

Procedure
1. Upon receipt of item to be issued from the

property officer, the administrative specialist—
a. Checks the file copy of DA Form 2496 re-

ceived from the requestor to determine the place of
issue.

6. Contacts the requestor and advises that the
item is available for issue.

c. Prepares DA Form 2062 (Hand Receipt) in
duplicate, completing the following:

(1) Stock number.
(2) Item description.

(3) Total allowance for hand receipt.
(4) Current operating allowance for

receipt.
hand

2. When the recipient arrives to receive the item
of issue, the administrative specialist—

a. Obtains the recipient's signature, in tbe column
which indicates the quantity issued, on both copies
of the DA Form 2062.

b. Issues tbe item of supply and furnishes the
recipient with the duplicate copy of the DA Form
2062.

c. Files the original copy of the DA Form 2062
in the Hand Receipt Card File.
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PROCEDURE 7-11
INFORMAL INSPECTION OF TABLE OF ALLOWANCE AND TOE EQUIPMENT

Reference. AR 735-35.

Procedure
1. At a time designated by the Chief, Adminis-

trative Machine Branch, tho administrative spe-
cialist—

a. Obtains the hand receipt file for the items
issued to elements of the Personnel Service Division.

b. Goes to the. area where the property is phys-
ically located and advises the responsible officer or
NCO that an inventory and inspection of the prop-
erty for which he is charged is to be conducted.

c. Inventories the property according to the
nomenclature and quantities indicated on the hand
receipts and concurrently inspects the physical
condition of the property.

(1) Insures that documentation is produced to
substantiate the absence of property, or to
reconcile differences in quantities.

(2) Inspects ull items to insure proper first
echelon maintenance, working condition,
and serviceability.

(3) Advises on procedures for obtaining minor
repairs of property and indicates main-
tenance deficiencies to the responsible
individual.

d. Reviews tho current TOE and TA authoriza-
tion and the current operating allowance following
the inspection.

2. Tho Thief, Administrative Machine Branch,
should be furnished an informal written report of
the results of the inspection. The administrative
specialist prepares a memorandum to the Chief,
Administrative Machine Hram-h, indicating--

«. The general condition of tho property in
the PSD.

'>. Deficiencies noted in individual property
maintenance.
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PROCEDURE 7-12
INFORMAL INSPECTION OF FACILITIES

Reference. None.
Procedure

1. At a time designated by the Chief, Administra-
tive Machine Branch, a routine inspection of the
office facilities within the Personnel Service Division
will be made. The Administrative specialist—

a. Proceeds to each area occupied by the Person-
nel Service Division and appraises the office facil-
ities.

(1) Examines each item in regard to first
echelon maintenance, serviceability, and
proper working condition.

(2) Makes notes on those items in need of
repair.

b. Returns to the Officer Services Unit and pre-
pares a maintenance Request (DA Form 2407) for
those items in need of repair,

(1) Types, on DA From 2496, the results of
the inspection and action taken, and for-
wards to the Chief, Administrative Machine
Branch.

(2) Prepares an informal note as a reminder to
repeat the inspection on a subsequent date.

(3) Places note in suspense file.
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PROCEDURE 7-13
PREPARATION OF EXTRACT OF MORNING REPORTS

References.

Procedure

AR 335-60, All 630-10, DA Pam
600-8.

I . Upon receipt of a request for an Extract Copy
of Morning Report (DA Form 188), the administra-
tive specialist—

a. Requests the pertinent morning report(s) (MR)
from either the Central Files, rejwrts clerk, or the
Machine Processing Unit.

b. Instructs a clerk-typist to—
(1) Prepare, DA Form 188 (fig. 1, AR 030-10)

in the requested number of copies.
(2) Prepare, an indorsement to the request, if

appropriate, and an envelope for the pro-
tection of the extract while in distribution
channels.

2. Upon receipt of the typed correspondence from
the clerk-typist, the Administrative specialist—

a. Reviews for correctness and completeness.
6. Obtains the signature of the Chief, Administra-

tive Machine Branch on the correspondence and
all copies of the extract.

c. Dispatches the DA Form 188 and the return
indorsement.

d. Returns the MR's and a copy of the indorse-
ment to the appropriate files.

3. Upon receipt of a priority request (Procedure
6-22) from a records clerk for an extract copy of a
MR, the Administrative spcoialist-

a. Follows the procedure in paragraphs la through
26. except that a return indorsement is not required.

b. Forwards the extract direct to the records clerk
concerned and returns the MR's to the appropriate
files.
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PROCEDURE 7-14
CONTROL OF RECURRING AND SPECIAL REPORTS

Reference. AR 335-15.

Procedure
1. The administrative specialist screens the reports

control suspense file once monthly and—
o. Determines the suspense dates for the reports

which must be prepared during the current month.
b. Prepares a Disposition Form (DA Form 2496)

(fig. 7-14.1) to notify the chief NCO of the branch
responsible for preparing the report.

c. Dispatches the notice to the appropriate branch
and places a copy in the 31-day suspense file.

2. Upon receipt of a notice that a report is to be
prepared, the chief NCO of the branch—

a. Determines a suspense date for the composite
teams by which they must furnish tho. report or
furnish information on which to base, the report.

6. Notifies tho appropriate composite team mem-
ber of the suspense date and the information
required.

c. Places the notice in the 31-day suspense file
for the suspense date.

3. Upon re:eipt of the completed report or infor-
mation which must be consolidated to prepare the
report, the chief NCO of the branch—

a. Checks the report for completeness and
accuracy or consolidates the information, drafts the
report, and gives the draft to a clerk-typist for
typing.

b. Obtains the necessary signatures.
r. Withdraws a reference file copy, as necessary.
d. Removes the suspense notice from the 31-day

suspense file and destroys it.
e. Forwards the completed report to the Office

Services Unit.

4. Upon receipt of the completed report from the
branch NCO, the administrative specialist—

a. Reviews for completeness and insures that
the report is properly authenticated.

b. Removes the suspense copy of the DA Form
2496 from the 31-day suspense file and destroys it.

c. D'cr>atches the report to tbe addressee.
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DISPOSITION FORM
Off tCC. SYMBOL Oft FILE REFERENCE SUBJECT

Notification of Report Suspense Date

TO Ch, Records NCO
Personnel Records ft-anch

FROM
Office Services Dnlt 31 Oct 61 CUT 1

According to the records of tbe Office Services Unit, the report(s) listed below
oust be completed by your branch and forwrded to this unit for dispatch by the
pense date indicated:

Title of Report

Identification of Sillsted Alien Personnel

Suspense Date

U Nor 61

EDWARD G. GIBSON
1st Lt, AGC
Chief, Adnln Machine Br.

DA,;°E."«2496 REPLACE* 00 FORM M. CXIITINO SUPPUCI OP WtttCM WILL. «C
U*UCO AMO USED UNTIL 1 FEB U UMLKU SOOMCR EXHAUSTED. '

Figwe 7-14.1.
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PROCEDURE 7-15
PREPARATION OF IDENTIFICATION TAGS

Reference. AR 606-5.

Procedure
1. Upon receipt of a request for identification

tags from a unit or from the Personnel Records
Branch, the administrative specialist—

a. Checks the request to insure that 2 blank
identification tags are attached.

b. Routes the request to tho appropriate records
clerk for verification of the data to bo embossed on
the tags if tho request is received from a divisional
unit and has not been routed through the Personnel
Records Branch (Procedure 6-24).

2. Upon receipt of a verified request from the
records clerk, the administrative specialist—

a. Prepares the identification tags in the format
specified in AR 606-5.

6. Prepares a comment to the request returning
the completed identification tags to the unit.

c. Places the identification tags in an envelope
and attaches the envelope to the request.

d. Signs the comment for the Chief, Administra-
tive Machine Branch, and dispatches the corre-
spondence to the unit.
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APPENDIX 7-1
PROCEDURAL INTERACTION CHART

Personnel Record Branch

6-22
6-24

A7-J
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APPENDIX 7-II
MASTER REPORT REGISTER

R* port* control iymbol

locally.

Assigned locally

AG 422.......

A G - 3 6 6 - . . . . . .

CSGPA-342(R4)

CSC i PA-658.

None..

Assigned locally.

Ansigncd locally.

Assigned locally.

Assigned locally.

Title »nd form number

Rpt of Accrued Iv
(Unit Roster).

Rpt of Savings Pro-
gram (fig, 5-51),

Waiver of Board
Actions (letter).

Sample Survey of Mil
Pere Questionnaire
(DA Form 1558-
series).

En I Pere Eligible for
Temp Appi
(DA Form

Assigned locally.

Requisition for Off
IVrs (DA Form
872).

Casually Report
( f ) A Form MM).

Personnel Inventory
Report, Pnrt, 1
(Manual) (fig.
3-19.1).

Personnel Inventory
Report, Part II
(Manual) (fig. 3-
20.1)

Personnel Inventory
Report, Part III
(Manual) (fig.
3 21.1).

Peru Information
Roeter (Manual)
(fig. 3-11.1, DA
Pam 600-8).

Rpt of Newly Asg
Pers (fig. 3-14.1).

mber

V

'ro-
1).

r).
if Mil
taire
58-

* for
Lmont

)ff
T)

M).

lory
I

torv
I "
3-

tory
II

al)
A

Iff

.1).

Kequirinn directive

AR 000-16.......

AR600-16, ......

AR 635-200. - - - - -

AR 600-45... ...

AR 600-200 -

AR 614-185.. ....

AH 600-65, AH
600-60 and
AR 600 67.

AU 600-16 and
AR 600-200.

AH 600- 16 and
AR 600-200.

AH 600-16 and
AR 600-200 .

AR 000-16.......

AR 600-16.......

Frequency

Qtrly (not required
if punched card
mach are avail-
able).

An required.... . .. . .

Periodic. - , . . . .

Qtrly. .............

Monthly and aa
rqd.

Monthly. . . ... ..

Monthly. .,......_.

Monthly. , ._-..... .

An required. ........

D

D.t«

l4uit day of qtr. .....

Aa required.. ...... .

An of 15 Jun (ea
yrj.

An required. . . ...

NTL 12th workday
of rept period.

Aa required by
major comdr.

Aa required.. ... ...

2d Workday. .. ...

2d workday... ......

2d workday.........

3<1 workday of mo_ . .

As required.. .......

J6

At

Each unit... .......

Ea unit, bn and
div savings off.

Major comdr. ......

Servicing DPU... ...

Next higher hqs,_ ...

Major comdr. . .

Army Hqa... ........

Bn and scp unit
hqn.

Chpcre mgt NCO...

Div AC of S;G-1;
and adj ben.

Ea unit and staff
section.

Div AG and Ch,
PSD.

Mi) Pay.if

Mil Pay.

Pere Act.

Peru Mgt,

Pers Mgt.

Pere Mgt.

Pere Mgt.

Pere Mgt.

Pere Mgt.

Pere Mgt.

Pere Mgt.

Peru Mgt.
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None.

None.

if None.

AG-53.

Assigned locally.

Assigned locally.

Assigned locally.

Assigned locally.

Assigned looalJy.

Assigned locally.

Assigned locally.

Assigned locally.

Request for Disposi-
tion Instructions
for Surplus Enlisted
Pereonnel (DA
Form 2090-R).

Requisition for
Officer Pem (DA
Form 872).

Note. For crsdM &•« Mid
E-_ Un« out word
"Offloer" and rat-rtttute
"Enl_rt*d."

Current and Pro-
jected Colonel Re-
quirementa (DA
Form2755-l-R).

Monthly Pors Roster
(DPU) (DA Forms
305, 305-1, 305-3
and 305-4).

Consolidated
Strength Rpt (fig.
6-27.1).

Educational Level
Survey (fig. 6-30.1).

Identification of
Enlisted Alien
Personnel (fig. 7-
21.1, DA Pam6QO-
8).

Monthly Officers
Roster (fig. 6-29.1).

Officers Strength Rpt
by Branch (fig.
6-28.1).

Pere Information
Roster (Machine)
(DA Form 2472).

Pers Inventory Rpt
Part I (Machine)
(DA Form 2471).

Pers Inventory Rpt
Part II (Machine)
(DA Form 2471).

An600-200*nd
AR 614-245.

AR60Q-200 . .

AR 614-102...---

AR 330-104.. ... .

AR 600-16....---

AR 621-5........

A p£./W_1fViAKoUU— <cUU-

AR 600-16 and
local direc-
tives.

AR 600-16— ... -

AR 600-10....,-.

AR 600-16 and
AR60CV-200.

AR 600-16 and
AR60O-200.

Monthly and a*
required.

Monthly and as
required.

Quarterly. - - _ _ _ _ . _ _

Monthly.. _ _ _ _ _ _ _ _ _

Daily. . _ _ _ _ , _ _ _ „ _ „

As required --.--..-_.

Monthly....... _ _,

Monthly.. . . _ _ - _ . _ _

Daily. . _ . _ _ _ _ . _ _ _ _

Monthly... - . _ -_ - .

Monthly _ _ _ . _ _ _ . -

Monthly. ..-.._._..

As rnqn.mri.. _ .., .

Aa required. _-_.- . .

As required _ _ _ _ _ _ _

Aa required by
servicing DPU.

Daily. _ _ _ _ _ _ _ _ _ _ _ _

Aa required— . _ _ . . _

Determined locally.

Determined locally _

Daily.-, . _ _ . . _ - - . _ _

5th workday _ . . . .__

3d workday-..--.--

3d workday.. _ _ _ _ _ _

Next higher hqs_.__

Next higher hqs____

Next higher bqs._._

Servicing DPU—-.

Civ G-l and AG.._

Ea bn and unit
bos; Div G-l.

Bn and sep unit
hqs; div G-l.

Ea unit and staff
section and other
hqs, as required.

DivG-I and A G _ _ _

Unite, PMB and
staff sections.

Div AC of 8; G-l;
AG; Ch, PSD
and PMB.

PMB, Bn and
Separate Co Hq.

Pen Mgt

Pere Mgt.

Pen Mgt

Pern Mgt

Pere Records.

Pereonnel
Records,

Personnel
Records.

Pereonnel
Recorda.

Peraonne!
Records.

Admin Machine.

Admin Machine.

Admin Machine.
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MASTER REPORT REGISTER—Continned

R«ports ooatrol t rmbot

Assigned locally- - - - - - - -

Assigned locally-------.

Assigned locally _ . . - , _ - -

Assigned locally --._..,.

Title ud form nambet

Pere Inventory Rpt
Port HI (Machine)
(DA Form 2471).

Pera Inventory Rpt
Part IV (DA Form
2471).

Pent Qua) Roster
(DA Form 2473).

Pere Suspense Roster
Parts I and II
(DA Form 2474).

-Uqu-rtni directive

AR 600-16 and
AR600-200.

AR 600-16 and
AR600-200.

AR600-16-.-..-

AR 600-16-... ..

Frequency

Monthly. „- . -_ . -_ . .

Monthly. . __,.- . ...

Monthly ._ _ _ _ _ _ _ _ _

Monthly-.. - - - ----

Di

DtU

3d workday — -----

3d workday — . _ . _ _

10th workday.----.

4th workday — - _ _

»

At

PMB_____ ,_ . . . . . .

PMB, Bn and
Separate Co Hq.

Ea unit and bn,
Uq, Pera Rcc-
ords Br.

Pers Records Br _ -

Admin Machine.

Admin Machine.

Admin Machine.

Admin Machine.

o
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CHAPTER 8
MACHINE PROCESSING UNIT FUNCTIONS

Section I. GENERAL
8-1. Purpose. The procedures established herein

are to accomplish through the use of punched card
machines (punched card and punched paper tape
machines) the following functions:

a. Personnel strength accounting.
6. Personnel data qualifications reporting.
c. Identification of pending personnel actions.
d. Organizational accounting.
e. Order preparation.
8-2. Objectives, a. To provide punched card

machine (POM) support and services to the division
commander, the division staff, subordinate unit
commanders and the Personnel Service Division.

b. To furnish the above agencies with accurate
and up-to-datr information regarding strength,
personnel qualification data, replacement operation,
locator service, and casualty data.

c. To mechanize as many of the routine clerical
operations of personnel management and admin-
istration as possible.

8-3. Scope, a. These procedures apply to all
divisions having punched card machines and sup-
porting equipment.

b. Services to t>c provided are limited for the
present to those required by the division. Punched
card applications prescribed herein are only initial
requirements and are not intended to limit the work
of the Machine Processing Unit.

ft-4. Basic concept. These procedures employ the
basic concept of transcribing selected data concern-
ing a single individual or organization from many
source documents into a uniform medium—the
punched card. By simultaneous or repeated me-
chanical processing of the punched cards, the several
types of data can be extracted to produce a variety
of useful reports, statistics, and listings. Data
contained in punched cards and completed reports
are dependent upon the accuracy and timeliness of
source documents and the skill of the machine
processing personnel. It follows then that com-
pleted reports can be no more accurate, complete,

or up-to-date than the contents of source documents,
and that punched card report contents are limited
to the data maintained in the punched cards.

8-5. Responsibilities and functions. Through
the use of punched card and punched paper tape
machines, the Machine Processing Unit is responsi-
ble for performing personnel and administrative
services to assist in the management of personnel
and organizations. The types of services to be
performed will consist of, but are not limited to, the
following:

a. Preparing rosters reflecting essential facts on
individuals and organizations.

b. Preparing reports which summarize data by
organization, MOS, grade, actual and authorized
strengths, etc.

c. Making available the necessary machine time
to the- division finance officer for updating and
preparing military pay vouchers and other pay
statistics.

d. Preparing locator and postal directory punched
cards when required.

c. Furnishing the data transceiver link with the
Army headquarters for operation of the Theater
Army Replacement System (TARS).

/. Establishing and maintaining punched card
records and related rontrols.

g. Operating and maintaining PCM.
h. Conducting studies, coordinating punched

card activities, and establishing procedures to
exploit fully the capabilities of the PCM.

r. Preparing special orders and other routine repet-
itive writing requirements using the punched paper
tape machines.

8-6. Procedural Interaction Chart. The Pro-
cedural Interaction Chart (app. 8-1) lists the proce-
dures contained in other chapters of this regulation
which affect the Machine Processing Unit. The
chart lists those procedures which describe the use
of machine output or the method of furnishing
source data to the Machine Processing Unit

8-1
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Section IL ORGANIZATION AND FUNCTIONS

8-7. General. The Machine Processing Unit of
the Administrative Machine Branch, Personnel
Service Division is organized, staffed, and performs
functions as indicated in figure 8-1. Figures 8-2
through 8-6 show the recommended arrangement
for mounting the punched card machines and auto-
matic typewriters within the four mobile expansible
vans provided by TOE.

ft-8. ResponsibiUties. o. The Chief, Personnel
Sen-ice Division coordinates punched card activities
with staff officers and unit commanders and approves
requests for punched card machine services.

b. The Chief, Administrative Machine Branch
must insure receipt of necessary source data main-
tained in punched cards and is responsible for
providing the punched card machine services re-
quired for administrative support of the division.

c. The Chief, Machine Processing Unit is respon-
sible for the utilization of personnel, equipment, and
supplies necessary to perform punched card opera-
tions and for the maintenance of mobile equipment
and generators.

8-9. Figure 8-7. Figure 8-7 identifies the
following.

a. Elements of personnel data to be maintained
in each of three punched cards and the numter of
columns used in each card.

b. Reports in which these data are to be reflected
and the number of print wheels utilized by the
accounting machine in the printing of the reports.

c. Source of the personnel data.

8-10. Pouched card machine services. a.
Punched card machine .services will be expanded as
required to meet the needs of the division; however,
additional personnel and equipment may be required
to satisfy all needs.

6. Initially the reports and sen-ices shown in
figure 8-8 are provided.

c. Detailed procedures necessary to perform these
services and to update punched cards and fiJes will
be issued by separate Department of the Army
directives. These procedures will include—

(1) Work orders.
(2) Narrative procedures and flow charts.
(3) Card forms.
(4) Sample reports.
(5) Control panel wiring diagrams.

8-2

8-11. The Division PCM Work Request. DA
Form 2749-R (Punch Card Machine Work Request)
(fig. 8-9) will be used in facilitating and controlling
requests for punched card machine services by
using agencies. Form will be locally reproduced on
8 x IOj/2 inch paper. The form is .submitted in
duplicate to the Chief, Personnel Service Division,
who provides such assistance as may be necessary
for its completion. A brief explanation of this
work request follows:

DATE. Date request is initiated.
CONTROL XVMBKR. Knter joh control num-

ber when the report is approved.
FROM. Requesting agency.
JOB REQUESTED. Indicates whether the

request ia to be special (one-time) or of a recurring
nature.

TITLE Of JOB. Suggested appropriate title
descriptive of the contents of the completed work.

PERSONNEL OR UNITS CONCERNED. Ap-
propriate blocks identify personnel (officer, warrant
officer, or enlisted) on which request is made, their
status, suspense data, or other data such as branch
of service, date of rank, etc. Under "Unit" a
check in the appropriate box indicates which units
are to be included.

ADDITIONAL QUALIFYING DATA. If only
a limited number of units of a type checked in block
3 are to be included, list selected units in block 4.
Also show the information to be included in the
completed work sheet, such as grade, MOS (primary,
duty, or secondary), type of suspense data, ETS,
branch of service, organization, or other qualifying
data.

SPECIFICATIONS:
a. Service Requested. A check in the appropriate

box indicates the format for the completed request.
(Summarized information is considered a statistical
report.) Copies. Indicate number desired. Se-
quence. Specify whether sequence is to be alphabeti-
cal, by grade, or by unit, or alphabetical within
grade by unit, etc.

b. Frequency. A check in the appropriate box
indicates the frequency of service required.

c. Data. Data to be printed on completed job
such as unit designation, columnar heading, individ-
ual names, MOS, service numbers, grades, or sus-
pense actions, authorizations, subtotals, totals, etc.,
are specified.
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L d. Effective Date. Information will be current
as of 2400 hours on the effective date specified. To
facilitate preparation of reports, effective date
normally is specified as the last day of the month.

c. Due Date. This is the date on which the
completed request is to be received by the using
agency. As a general guide, a minimum of 72 hours
is allowed from the time of receipt of the request
until return of the completed job.

DISTRIBUTION BY MPU. Under Description
of Item, indicate the title of the report; or if the
service requested includes several parts or listings
and punched cards, indicate each part, listing, or
set of punched cards. Under Copies, the number of
copies to he distributed to each recipient should be
specified. To whom or to which office each copy is
to be distributed is indicated under Recipient.
Under Method, indicate how copies are to be dis-
tributed, i .e. normal messenger channels, special
courier, etc.

DESCRIPTION OF USE. Self-explanatory.
REMARKS. Remarks deemed appropriate such

as reference to telephone calls, authority, clarifying

AR 600-16

information not shown elsewhere, etc. are to be
enumerated in this block.

TYPED NAME AND TITLE OF REQUEST-
ING PERSONNEL. Self-explanatory.

SIGNATURE OF REQUESTING PERSON-
NEL. Self-explanatory.

Upon determination of action to be tuken after
receipt of completed Division PCM Work Request,
the Chief, Personnel Service Division should return
the duplicate copy to the initiator. The use of this
work request is not intended to limit requests for
punched card services, but rather to serve as a guide
for using agencies to insure they obtain needed
information in the desired format. The Division
PCM Work Request also will provide the necessary
controls and information to establish machine pro-
cedures, schedules, and distribution. The use of
this form does not preclude the initiation of verbal
requests for machine services when the urgency of
the request demands immediate attention. Tele-
phone requests for items of data on an individual
may be made at any time.

Section III. PICTORIAL FLOW CHART

8-12. Pictorial flow chart. Figure 8-10 is a
general flow chart and is not intended" to contain
the details necessary to prepare a punched card
report. Its purpose is to portray a simple outline
of work flow which will provide an understanding
of the effort required to produce some of the services
furnished the division by the Machine Processing
Unit.

a. The chart outlines broad objectives to be
attained by the Machine Processing Unit and
summarizes operations. The output indicated is
not all-inclusive.

6. The chart also clearly delineates tho four
basic functions inherent in all data processing
activities which are accented in an electrical ac-
counting machine activity. These are- -

(D
(2)
(3)
(4)

Securing source data (input).
Controlling.
Updating records.
Producing management typo statistics and
reports (output).

c. The chart may l>e used to- —
(1) Orient personnel.
(2) Provide information for supervisory per-

sonnel as a basis for a common under-
standing and mutual control of operations
within the Personnel Service Division.

(3) Brief visitors on the nature and scope, of
the work performed by the Machine
Processing Unit.

8-3
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MACHINE PROCESSING UNIT

ADMINISTRATIVE MACHINE BRANCH

MACHINE PROCESSING UNIT
1-(VO)(740B) Date ProMHlaf Ihehniciu (PCM)

1. for th* operation of the KPO

2. Maintain* llaijen with otter of flow rtlatira to
natt*rs ptrUinlnf to tte HHJ

3. R»«pon»ihl» for tb> «ffloi«nt utiliutlcr of pBnono*l
•nd

4. BMpoofliU* for PCH vupplio and •qulfMDt

5- Conduct* cyatran studtt* for-panob»d sard »pplic*tlon»

0»

IFflCE
OW.f of

CUth

a»itt

1. Pnpana nd l̂at*1n»
Z. ZnltiatM all wrk
3. fclaMlahM pmotaML

Dtl
for recording of p«r»oa-

5. RMMiiM aad ocotxoU aourea
6. Auttta all wu

8. Mlatati m fllM «ad offlo*

TAPE AND CAftD HNCI SIB HIT
3-<Sk){7>ll.l) Card ft fep« Writer
5-(B3)(T<a.l) Cmfl ft Tap,

1. reifui«» card pouch and lay
operation*

2. Operate* tape and •dge pouch card
eqiilpaoit ftw tba preparation of
order*

FILE NJUNTEMNCE SOB ONIT

Pan Act*
F«r* Aete Spedalltt

1. Analr*«« and eodt« »ourec docu-
Boot« required for ntlntenanc* of

card flln

2. XnltlatM and contwli diacrep-
ancy ft>m« to control error* In

3« Porftontf opvratlofu nocemxr
to effect cb«n«a« to punched card
fll*.

I*. HKlnteliu all punched card fllei

HUHINE ACCOUNTING $OB OMIT

71-3.6 H&ch Actc Shin Leader
l*ch Act* Specialist
Iheb Actc 9peelau«t

1. Perform *11 electrical accoont-
ln« DBChine operation to update
punched card file* and prepare
reports

2. Schedule* peraouiMl aad
In tceordaac* with Mtataiabad

coatrola

r««tir*d level of PQC
and

3.

for

PCM MAINTENAHCE SBB HIT
l-(B6}(30B.l) H*
1-(B5)(3CBJ.) KM BvolpMont

1. OB *11
vitbla tb» OV

2.
•obll*

3.
for

rtt on
and g«a*rmtor»

of apar* part*

Figure S-l.
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AR 600-16

EQUIPMENT CONFIGURATION

EXPANSIBLE VAN

FRONT

REAR

VAN NUMBER-

8-4.

=== Expanded Position
— Retracted Position
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EQUIPMENT CONFIGURATION

EXPANSIBLE VAN

FRONT

CMIIIt
MMIUI

5* 407-408 *
ACCOUNTING MACHINE

tMtm
PUflH.--

REAR

VAN NUMBER- 3

=== Expanded Position
--- Retracted Position
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Title of report or

f
**
C*

Personnel Information Rosier (Officer
and Enlisted).

Reflects authorized spaces and
individuals assigned duty posi-
tions by name and TOE p»r.
and line number; also indicates
primary and secondary MOS,
date of loss, proficiency pay, date
of rank, and attached personnel.

Personnel Inventory Heport (Officer
and Enlisted Personnel Separately).

Part IV. Reflect* totals
grade of authorized and as-
signed strength for each Duty
and Primary MOS within each
company and battalion,
assigned Htrength is further
broken down within each of
these categories for those per-
sonnel wh" are currently draw-
ing proficiency pay and those
who are not.

Ixrtses projected for 3 peri-
ods {30-60-90 days) are also
indicated by grade for each
MOS, if applicable.

Differences between the au-
thorized and assigned strength
are also indicated by grade.

Part II. Reflects the same data
in the same sequence as Part
IV except that this part is pre-
pared by battalion or brigade
and includes gains projected
by period for 30-60-90 days, if
applicable-

Part III . Reflects only those
lines indicated in Part IV as
"PMOS—DMOBDIFF." The
punched cards used to reflect
the totals in Part IV for thoae
lines are rearranged so that
within each battalion or bri-
gade they are broken down by

fficer

and
poei-
p»r.

cates
IOS,
date
nnel.
fficcr
t*ly).
i by
1 33-
Duty
each
The

rtlier
h of
pcr-

Iraw-
those

pen-
also

each

e au-
;ngth
de.
ficii Q•vickwi

Part
8 pre-
igade
ectcd
ys, if

those
[V as
' The
Teflect
thoae
that
bri-

vn by

MPU control _utnb*r

1<Yl•j\nj -..,,.-....-.-

350 (Part IV)

350 (Part II) .

350 (Part III) .

Frequency -ndtfftxtiva d*t«

Monthly as of last day
of month.

Monthly as of last day
of month.

Monthly as of last day
of month.

Monthly as of last day
of month.

Due dAUs

f>lhWD. _.,....,.

3d WD._ ,-.-.. ..

3d WD.. ..--.., _-

3d WD._ .........

Di-iribulion

Original and Brat 3
carbons for staff
sections, aa applicable.
Original &nd first 2
carbons for unite, ae
applicable. 3d carbon
to battalion 4th car-
bon to PMB. 5th
carbon to MPU.

Original and first carbon
to PMH. 2d and
3d carbons to batta-
lion or separate
company. 4th carbon
to Chief, PSD. 5th
carbon to MPU.

Original and let carbon
t« PMB. 2d and 3d
carbons to brigade,
battalion, or separate
company. 4th carbon,
to Chief, PSD. 5th
carbon to MPU.

Original, 1st, 2d, 3d and
4th carbons to PMB.
5th carbon to MPU.

P«n»t«

To establish personnel
management com-
munication between
the division personnel
officer and unit com-
manders or staff super-
visors, aa appropriate.

To effect personnel
management actions,
personnel requisitions,
assignments, realign-
ments, promotions,
etc. To provide
coordination between
division and higher
headquarters on per-
sonnel management.
To present to the
division personnel
officer and the com-
manders a picture of
the work force avail-
able to accomplish
prescribed missions.
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company. Within each com-
pany they are arranged by
PMOS within DMOS. Totals
are indicated by grade.

Part I. Reflects the same data as
in Part IVexcept the sequence is
for the division and within the
division by DMOS. Gains
projected by period (30-60-90
daysjare included, if applicable.

Personnel Suspense Roster (Officer
and Enlisted).

Reflects by name, service num-
ber, and grade those individuals
listed by unit on which suspense
type actions are to be effected
duringthefirst succeeding month.
Punched cards for each suspense
action for each individual are to
serve as the updating document.
Part I. Identifies suspense ac-

tions which require action by
branches of PSD before for-
warding to the unit.

Part II. Identifies suspense ac-
tions to be forwarded to the
individual's unit of assignment
through PRB.

Personnel Qualifications Roster (Offi-
cer and Enlisted).

Prepared by name (alphabeti-
cally) within morning report unit
to reflect individual supplemental
qualifications—educations, for-
eign language, etc.

Verification of DPU Person-
nel Rosters, AG-53 (Officer and
Enlisted Separately).

Personnel data cards of the MPU
will be mechanically matched
against those maintained by the
DPU. Only unmatched cards
(those having discrepancies) are
used to prepare a "Roster of Ex-
ception" which is used to obtain
correct data from the records.

350 (Part I).

600 (Part I and
Part II).

400.

450.

Monthly as of Lost day
of month.

Monthly as of last day
of month. Cards to
be prepared daily when
new assignments to
division require actions
in current month.

Monthly as of last day
of month.

Monthly as of last day
of month.

3dWD.

4th WD.

10th WD.

10th WD.

Original to division C/S.
1st carbon to division
G-l. 2d carbon to
division AG. 3d and
4th carbons to PMB.
5th carbon to MPU.

Original, 1st, 2d, 3d and
4th carbons and Per-
sonnel Suspense Proc-
essing Cards (DA
Form 2470-1) to Chief,
Personnel Records
Branch. 5th carbon
to MPU.

Original and 2d carbon
to battalion. 1st car-
bon to company. 3d
carbon to PRB. 4th
carbon to PMB. 5th
carbon to MPU.

The Roster of Excep-
tions and
Personnel Rosters are
forwarded to Chief,
PRB to be verified in
accordance with pro-
cedure contained in
chapter 6, AR 600-16.

To provide notification
on individuals re-
quired to undergo
specified suspense type
actions and to update
individual records.

To provide commanders
supplemental qualifi-
cations data on indi-
viduals as extracted
from personnel
records.

To mechanically verify
Personnel

Rosters received from
Army Data Processing
Unit.

Figure 8-8.—Continued.
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AR 600-16

PUNCH CARD MACHINE WORK REQUEST 5ATE ^y COKTROL NUMBER
(Subtnit In Dup]ic*t»)

(AH tOO-lt) "« *"•" "«

TO.

CKlef, Personnel Service Division
ATTN: Administrative fcUchia* Brmcfa

1. JOB -i-OUtr.T.O fCrwc* •pprop'J.f* block.)

PROMi

.. TIT Lt Of JOm

». PERSONNEL OK UNIT* C OHCE«HED(Ch.c* »f>f»tc*t>>» blocM*).)

[ I AI.IBNKD

I ' kTTACHlD

C7J *B»SNT
( 1 AUTHonil-o

(~3»UtPKHfK D A T A C5p*cl(->

13 J QUALIFICATION. D A T A (Spicily)

f^J OTMKR (3p»ctlr)

[~"1 UNITUl

r-jDIVIilON

{7~: BW.O ADB

PI BA T T AU.ION

Q ) COMPANY

r/J.CCTION

^1 OK T A C M M C N T

[ —— 1 OTMIW ($[>fCltr>

4. A DO ' Ti OH A L QUA -.IP VINO DATA (T>»»cr/I>* fuVf- •(] n>c«_»Kry tfar_ or n gulf •mint* Ia b* u«*il In (/>• •(toi(n«flon or ••I*ctlon o( Ift*
pww-mol or urilla Indlcftfd.)

• • SPECIFICATIONS

•. senvici stouEStto b. FREQUENCY
co PHI

PI "OITEW/I.HTIN6

rj»TA-,»-,c*..-rpo»T
[_J "UMCHCO CAMO*

r^] OTME- fSp«e»x)

•CQUCNCK

Q D A . L Y

Q wee»»t.v
f^] MONTHLY

rjONt-'IMC

PJ O T M C « (Sp*tiir>

c. DATA ISpfdly ttfim to of tnttlCitnS on c«>-I*, nxi*r*/'l-tln«t or npotlf.l

t. Due DA T E fit* fiat* 4 on r*r«rt* )

t. OISTR I8UT ION BY MPU fL(.( *_cfi c»p>>>

OK-CHI^TION OF ITEM COPIC1 KXCIPItNT MIT MOO

DA FORM 3749 ft. 1 DEC A3

8-16

Figure 8-9.
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AR 600-16

DKflCftlPTIOH OF ME (Tnclorf* • -**•' •(•Mwnf (Jt» report wftt b* uo*d for.)

T V P K O NAME AND T1T-.K OP NC QUK-T INO OF NCQUK.TlMC PKN.ONMCL.

NOTES

1. Separate Work Requests are required for each job or
parts theteof containing separate specifications.

2. Identified samples of completed job or report format
may be submitted if deemed necessary.

3. The Personnel Service Division will return one copy
of the Work Request as acknowledgment indicating action can be prepared.

to be taken and an> changes due to technical necessity.

4. "Due Date" is date completed work is due in the
hands of the requesting agency. Consideration must be
given tothe volume of job and prior requirements placed
on the Machine Processing Unit. Normally 72 hours will
be the minimum time in which a punched card report

Figure 8-9—Continued.
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C 1, AR 600-16

Section IV. SOURCE DOCUMENTS AND CODING

8-13. Pouched card data. Elements of data
contained in punched cards and reflected in machine
prepared reports and rosters must be made available
to the Machine Processing Unit from source docu-
ments. Elements of new or changed data must be
transcribed from source documents to processing
cards in usable form. Processing cards are designed
to aid in this transcription. This will be
the only manual effort required in the use of PCM
to prepare rosters and statistical reports, and to
identify those individuals having suspense type
actions.

8-14. Source documents. Information main-
tained by the Machine Processing Unit in the ixir-
sonne.l records punched card files described in
section V will be obtained from the following source
documents:

a- Personnel records, to include the qualification
records, medical records, pay records and 201 files.

6, Morning reports.
c. Directives such as oversea levies from higher

headquarters which change j)orsonnel assignments.
d. Tables of organization or other manpower

directives.
8-15. Coding source documents. Raw data in

these source documents are not readily adaptable
to PCM processing. They must U> converted to
machine language through codine. Primarily,
coding standardize" l ike information by l imi t ing
the number of its characters to the number of
columns reserved for that type of information in
the punched card.

8-16. Prepunched cards for records jacket.
Processing cards, which are prepunched with name
and service number, are used to re[K>rt changes in
personnel data to the Machine Processing Unit.
They will be filed in the records jacket and are
designed as descrilxid Itflow.

8-17. General coding instructions. The following
basic coding instructions apply to the division
punched card application:

a. Numeric zeros will be indicated as 0. Al-
phabetic 0 will be underscored, e.g. O. An 11-zone
punch or "X" punch, will be identified by the letter
X both ovcrscoivd and underscored, e.g. X. An
oversrore to a numeric quantity indicates a control
punch ("X") in that card column, e.g. 2. Caution

must be used to insure clear formation of the letter
I and the number 1 to avoid confusion.

i. An item of data to be punched into a processing
card cannot contain a greater number of characters
than the number of columns of the field reserved
for that data in the punched card. For example,
the name field is limited to 18 characters or columns
in the punched card and the last name is entered
first. Names having in excess of 18 characters
counting spaces l>etwecn names will omit all char-
acters over 18. Thus the name CHRISTOPHER
P. COLUMBUS would be entered as shown on the
sample processing card (fig. 8 11).

itc. Names prefixed with "MAC" "MO" "DE"
"VAN" etc. will be spaced on the processing card
when the first letter a f te r the, prefix is cupitali/ed.
When names contain an apostrophe, do not space
or record the apostrophe. Examples are us
follows:

Aomr At entered on proctiiiny card

11 12 13 14 15 16 17 18 19 20
McAIVe.... ............ M C A F E E
Mcafff..... ..... .... M C A F K E
O'Brien.... ..... ..... O B R I K N
Van Hpuscn ...........VAN* H E U S E N"

A hyphen wilt t>e entered between compound
names (fig. S-12).

d. The service number field of the processing
card contains 10 characters for officers and enlisted
personnel. Examples for entering service number in
the columns provided on the processing card are
as follows:
Service number At tnltred on procttting cord

1 2 3 4 6 7 8 9 1 0
Officers

>O 1986132 . . . . . . . . . . 0 - 1 9 8 5 . 3 2
"02695... ...... .... 0 - 0 0 0 2 6 9 5

OK 100001...... . . . . O F - 0 1 0 0 0 0 1
Warrant officers

»R\V 905078..... .... K W - 0 9 0 5 0 7 8
Enlisted
RA 32165134......... . R A 3 2 1 6 5 1 3 4

'RA 14796 ........... R A 0 0 ft 1 4 7 9 6
ER3327G255..... .... K R 3 3 2 7 6 2 5 5
US 36387356 .......... I" S 3 C 3 8 7 3 5 0

1 A hyphen i» always entered la column 3 lor officer personnel,
1 A one-charar ier officer*! tfTv'tft number prefii is entered in column 2.

>nd column 1 is lef t blank.
1 Numerical designation of service number* (column* 4-10 for officer.;

column* 3-10 fur entitled) it entered BO at to rtid in column 10; i.e. the unit*
»(« tr.vrwi iri rtilumn 10 Zero* arc entered in column, to the left to fill
thote column* of the numerical deaicnatioa that would otherwise he loft
blank became at insufficient uumptic character, m the Hrvice number.
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SERVICE NUMBER•JEER''']' QRADE ]flf

MQ1-P»IMAHT

DATE Or «AKK

0«T HO TEAM

UK IIUUCTM

• OS-SECONDARY

HIE TIUUCT1N
OAT MO PAR LIME (UM

PERSONNEL
DATA
CARD

SERVICE NUMBER

M

ENLISTED
SERVICC NUMBER

NAME

15 ii ti ii n M n n n » n n n n

MOS
PRIMARY

» K X II Jt n«

MOS
DUTY s=

n TI jnn n m

Figure 8-11. Sample Processing Card.

SERVICE NUMBER GRADE

DATE OF BANK
DAY MO TEAR

nrt nuucm

M OS-SECOND ANT

' HIE tllBtCTIM
OAT MO PAR LINE CUM

Ml-FIIUH nSKCHMIT MOS-DUTT

TKTVir rTMI^J.MT~lffOTTMrTCI8Q

PERSONNEL
DATA
CARD

SERVICE NUMBER

PROCCMIMC COPE

N Y

ENLtSTEQ
8CRV»Ct NUMBER

1 1 I 4 I I > I 1 I

DESIG

X II BHStMMUIIBN
TYPE
M a m H a

ntf lanriM n u n n n K

Figure 8-12. Sample Processing Card.

e. Card fields which are not applicable or for which
the entry of "none" would be appropriate will be
left blank unless otherwise indicated; e.g., if an
individual is not qualified in a foreign language
enter 00 in columns 61-62 (field reserved for language
qualifications) of the Personnel Qualifications Card.
Some other exceptions are shown below:

(1) Enter hyphen-hyphen for indefinite service
agreement (officer only) or indefinite term
of service enlisted for date of loss in columns

53-54 of the Personnel Data Card and col-
umns 71-72 of the Personnel Suspense Card.
These columns are blank for RA officers.

(2) When individuals have had no oversea
service, column 47 is left blank and "NO"
is entered in columns 48-49 (date returned
from overseas) of the Personnel Qualifi-
cations Card.

(3) When individuals have had no oversea
service, the letter "Z" is entered in column

8-20
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50 (area of last foreign service tour) of the
Personnel Qualification Card.

(4) Column 51 "Area of Residence—Xon-
CONUS" of the Personnel Qualification
Card is left blank when not, applicable.

/. The Type of Transaction field, columns 64-66,
and the Date of Transaction field, columns 67 69,
of the Personnel Data Card are for use by the Ma-
chine Processing Unit and will be completed by the
personnel accounting specialist.

g. Dates.
(1) When day must be entered in a date fie,ld,

it will be recorded as 01, 02, 11, 12, etc.
(2) When only one column is assigned for

month in a date field it will be entered in
accordance with following codes:

Monlfi Column entry

J a n u a r y . . . . . . . . . . . . . . . . . . . . . . . . . 1
F e b r u a r y . . . . . , . . . . . . . . . . . . . . 2
Murch. . . . . . . . . . . . . . . . . . . . . 3
Apri l . . . . . . . . . . . . . . . . . . . . . . . . 4
M n y . . . . . . . . . . . . . . . . . . . . . 5
Jum*. . . .... .... .......... .... ti
July.... .......... .......... ..... 7
August . . . . . . . . . . . . . . . . . . . . .... 8
ScplomU-r.. . . ..... . . . . . . . . . ... 9
October . . . . . . . . . . . . . . . . . . "X" (II) Punch
November . . . . . . . . . . . . . . . . . . ... J
December . . . . . . . . .... ... ... K

(3) When two columns are reserved for year,
enter the tenths and uni ts position (62 for
1962). Ii" only one column has been
reserved for year, enter the units position
only ( 2 m r 1962;.

h. Current DA directives c; ntaining codes now in
effect have been referenced together wi th the items
of data to which they pertain. Other codes estab-
lished to meet the needs of the Personnel Services
Division's punched card system are contained in
paragraph S- 25.

8-18. Reporting changes. Branches of The
Personnel Service Division other than the Admin-
istrative Machine Branch will provide the Machine
Processing Unit with complete personnel information
on individuals initially assigned to the division,
and changes to personnel data maintained in
punched cards, which are not reported on the
morning report. Changes to personnel data main-
tained in punched cards, which are reported on the
morning report, wi l l be extracted by the MPU and
placed on the appropriate punched card. Certain
personnel data are also reported for individuals

who will be assigned to the division in the future.
The data to be reported for projected gains or losses
is outlined in chapter 3.

8-19. Processing cards. The throe processing
cards used to report personnel changes to the
Machine Processing Unit are explained in subsequent
paragraphs. These cards are dual purpose and con-
tain blocks to identify the data to be entered on
the face of the cards manually by the records clerks.
Coding blocks eliminate the need for a variety of
coding forms and permit the use of prepunched
cards for reporting and coding changes. Changed
data may be punched directly into the source docu-
ment. These blocks also assist card punch operators
in the punching of this data. Each card form con-
tains a series of major blocks; the term major
block refers to a grouping of connected blocks in
which characters are manually entered. The cards
are prepunched with name and service number of
the individual to whom they pertain, and are filed
in the individual's records jacket (DA Form 201)
until needed.

8-20. Personnel Data Processing Card (DA
Form 2468-1). a. Major block—service number—col-
umns 1-10. Information for this block is entered on
all processing cards in accordance with paragraph
8-1 Trf. Changes to service number will be made
from unit morning reports.

6, Major block—name—columns 11-28. Name is
entered on all processing cards in accordance with
paragraph 8-17b and c. Note that it is limited to
18 characters and written with the last name first.
All over 18 characters, counting spaces, are omitted.
Changes to name will be made from unit morning
reports.

r. Major block—grade—columns 29-32. Three-
digit abbreviations for grade or rank are listed in
All 330-330. Column 32 .contains the grade code
which also is listed in AR 330 -330. Changes to
grade will be made from unit morning reports.

d. Major block—proficiency rating designator Ood«
(enlisted only]

primary MOS
secondary MOS (enlisted nnly)
duty MOS

Changes to data in this major block also are made
from unit morning reports.

(1) Proficic.nc.ii rating designator code (enlisted
only) column 33. For enlisted personnel
who have been awarded proficiency pay,
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*• 5*•* I

SERVICE NUMBER ORADE

MOS-PRtMARV 1I

DATE OF RANK

TS

HOS-SECONI>«Y

(HE IMUSMIIti

lOi-MIUlI Ml-tfCOUttl MOS-OUTY

PERSONNEL
DATA
CARD

in p*Y IMPL]_P*R I in
TIUiiMCTlQMl""!." TOt

mn
SERVICE NUMBER

R

PROCESSING CODE

M T o H

SGT
ENLISTED

SERVICE NUMBER
1 1 < 1 I I « I It

NAME

ii n n M H ii t? ii it»11 a a « a x » n M w )i

MOS
PRIMARY SUMWH

n wti ti

MOS
DUTY

U U M K i l i l i l M H f l U U M t i t l

Figure S-1S. Personnel Data Processing Card.

SERVICE NUMBER

NOS-PR1MARY

DATt OF RANK

MO YEAR

7VB

"till TUBMIIM

PERSONNEL
DATA
CARD

55 -FCT feiilay "tar
)ilK t«T H

SERVICE NUMBER

"•** NAME

PROCESSING COM
fV 3 U

•

nu
Ull "'" ORADE

ENLISTED
SERVICE NUMBER

I I J 4 S t I I I «

NAME

ii ii 11 it ti ii ii ii ii » ii a n » » » 71 ;

uos
P R I M A R Y

M B H 31 *»«<!«

MOS
DUTY

#n n ran n «

enter the units position of the proficiency
rating designator as recorded in Item 2,
DA Form 20; e.g. the proficiency rating
designator Pi would be entered on the
processing card in column 33 as 1. When
not applicable this field is left blank. This
field is left blank for officers. A zero (0) is
used to denote withdrawal of a proficiency
pay code.

(2) Primary M OS—columns 3^-38. From
Item 9, DA Form 66 and Item22, DA

Form 20 enter the individual's primary
MOS and special qualification digit. When
the enlisted MOS is a verified primary
MOS, encircle the VP located in the units
position (column 36) of the MOS PRI-
MARY block (see example fig 8-14).

(3) Secondary MOS (enlisted only)—columns
39-42. From Item22, DA Form 20 enter
the individual's secondary MOS; leave
blank when the individual does not possess
a secondary MOS.
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(4) Duty—columns 43-4?- This data must be
taken from unit morning reports.

(5) MOS and special qualifications codes. Con-
sult AR 611-101 (officer), AR 611-112
(warrant officer), and AR 611-201 (en-

C 1, AR 600-16

listed) for military occupational specialty
and special qualifications codes.

e. Major blocks—date of rank
date of loss
(rotation date—o/s)

.-• SERVICE NUMBER

5? "" MOS-PRIMAUT \

" OATt OF RANK

8

MOS-tECONOMT

flu tllBMIIOI

DAT MO

PERSONNEL
DATA
CARD

ffi
6ERVICE NUMBER

PRQCESSttO COOC

OFFICER
ENLISTED

SERVICE NUMStR
I I 1 I I I I I t II

NAME

n ii it it H K ii n ii a ii a n M a » n it
DC sic
21»J1

NDS
DUTY

n B T J S n K

Figure 8-15.

(1) Date of rank—columns 48-58, For com-
missioned officers and warrant officers use
date of AXIS rank; for enlisted personnel
use temporary date of rank unless individ-
ual has only a permanent date of rank.
Changes to date of rank will be made from
the morning report unless the change is of
such a nature that reference to the individ-
ual's personnel records must be made.

(2) Date of loss (mo-yr)—columns 53-54 or ro-
tation date (mo-yr-day) for o/s divisions—
columns 53-56. Unless the indivdiual has an
earlier date of loss by reason of oversea levy
(CONUS), early separation (CONUS) will
be shown for those officers having a definite
commitment, and date of expiration of
term of service (CONUS) will be shown
for enlisted. Enter (hyphen-hyphen)
(CONUS) for those officers having indef-
inite categories enlisted personnel having
an indefinite term of service. These col-
umns will be blank for (CONUS) RA
officers.

(3) Enter day of rotation date (o/s divisions)

immediately following The Date of Loss
block.

/. Major block—Type of tranasclion
date of transaction
TOE paragraph number
TOE line number
TOE grade (not used)
processing code

(I) Type of transaction code (cols. 64-66) and
date of transaction (cols. 67-69) will be
determined and entered by the personnel
accounting specialist. Type of transaction
code is listed in paragraph 8-25.

*(2) TOE paragraph (cols. 70-71) and TOE
line number (cols. 72-73) will be entered
as 9998 when personnel are assigned not
joined; the appropriate paragraph number
and 99 line number when personnel are
declared surplus to a specific function
(paragraph) within an organization; and
999 when personnel are attached. This
data is obtained from the unit morning
report.

(3) TOE grade (col. 74)—this field is not
used.
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(4) Duty—columns 43-4?- This data must be
taken from unit morning reports.

(5) MOS and special qualifications codes. Con-
sult AR 611-101 (officer), AR 611-112
(warrant officer), and AR 611-201 (en-

C 1, AR 600-16

listed) for military occupational specialty
and special qualifications codes.

e. Major blocks—date of rank
date of loss
(rotation date—o/s)

.-• SERVICE NUMBER
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Figure 8-15.

(1) Date of rank—columns 48-58, For com-
missioned officers and warrant officers use
date of AXIS rank; for enlisted personnel
use temporary date of rank unless individ-
ual has only a permanent date of rank.
Changes to date of rank will be made from
the morning report unless the change is of
such a nature that reference to the individ-
ual's personnel records must be made.

(2) Date of loss (mo-yr)—columns 53-54 or ro-
tation date (mo-yr-day) for o/s divisions—
columns 53-56. Unless the indivdiual has an
earlier date of loss by reason of oversea levy
(CONUS), early separation (CONUS) will
be shown for those officers having a definite
commitment, and date of expiration of
term of service (CONUS) will be shown
for enlisted. Enter (hyphen-hyphen)
(CONUS) for those officers having indef-
inite categories enlisted personnel having
an indefinite term of service. These col-
umns will be blank for (CONUS) RA
officers.

(3) Enter day of rotation date (o/s divisions)

immediately following The Date of Loss
block.

/. Major block—Type of tranasclion
date of transaction
TOE paragraph number
TOE line number
TOE grade (not used)
processing code

(I) Type of transaction code (cols. 64-66) and
date of transaction (cols. 67-69) will be
determined and entered by the personnel
accounting specialist. Type of transaction
code is listed in paragraph 8-25.

*(2) TOE paragraph (cols. 70-71) and TOE
line number (cols. 72-73) will be entered
as 9998 when personnel are assigned not
joined; the appropriate paragraph number
and 99 line number when personnel are
declared surplus to a specific function
(paragraph) within an organization; and
999 when personnel are attached. This
data is obtained from the unit morning
report.

(3) TOE grade (col. 74)—this field is not
used.
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8-17.

(5) Basic branch (commissioned officer only)—
columns 37-38. From Item 8, DA Form
66, enter the officer's basic branch code.as
listed in AR 330-330. These columns are
left blank for warrant officers. Changes
to this data must be provided by the
Personnel Records Branch.

(6) Component (officers only)—column 39. En-
ter code as listed in AR 330-330 for officers
component recorded in Item 3, DA Form
66. Changes to this item will be taken
from unit morning reports.

(7) Foreign service availability (enlisted only)—
column 39. Enter code for individuals
FSA as recorded in Iteml6, DA Form 20.
Changes to this data will be taken from
unit morning reports. Codes are listed
.in AR6QO-200, This column is not used
by divisions located outside CONUS.

(8) Service agreement (officers only)—column
40. Enter the code for the officer's service

agreement recorded in Item 13, DA Form
66. Changes to this data will be taken
from unit morning reports. Codes are
listed in AR 330-330. This column is
blank for RA officers.

(9) Column 40. Blank in the enlisted Person-
nel Qualifications Card.

(10) Racial group—column ^l. Enter the code
for the individual's race recorded in Item
5, DA Form 66 or Iterri 7, DA Form 20.
Codes are listed in AR 330-330. If the
enlisted personnel is an alien, enter a
hyphen over the race code (fig. 8-17).

(11) Marital /dependency status—column 4$- En-
ter as a single-digit code from Items 26 and
27, DA Form 66, and from Item 10.
DA Form 20. A zone punch- denotes
marital status and numeric punches indi-
cate number of dependents.
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(12) Physical category-—column 43.
(a) Officers. The physical code used for

enlisted personnel will be applied to the
physical status for officers recorded in
Item 14, DA Form 66. Changes to this
data must be provided by the Personnel
Records Branch.

(b) Enlisted. Enlisted physical code will be
shown as recorded in Itcml7>DA Form
20. Changes to physical code for enlisted
personnel will be taken from unit morning
reports.

(13) Date of permanent change of station—col-

umns 44~46- Enter day, month, and year
of last permanent change of station as
recorded in Item 18, DA Form 66, or in
Item 16̂  DA Form 20. Changes to this
information must be provided by the Per-
sonnel Records Branch. These columns
are left blank for individuals who have had
no permanent change of station.

e. Major block—date returned from' overseas
area of last foreign service tour
area ofnon-CONUS residence .
basic pay entry date
additional pay'
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Figure 8-18.

(1) Date returned from overseas—columns 4?~
49 (CONUS only). Form Item 17, DA
Form 66 or Item 31, DA Form 20, enter
the month and year in which the individual
returned from his last foreign service tour.
If the individual has had no oversea service
enter "NO" in columns 48-49; column 47
is left blank. The columns are not used by
divisions located outside CONUS.

(2) Area of last foreign service tour—column
50 (CONUS only). Enter a code for the
area of last foreign service tour as recorded
in Item 17, DA Form 66, or Itcm31,DA
Form 20. Codes are listed in paragraph

.8-25. Enter Z in this column for those
individuals who have had no oversea
service.

(3)

(4)

(a)

Area of residence, non-CONUS—-column 51.
Determine and enter the code for area of
non-CONUS residence, as recorded in Item
33, DA Form 66 or Item 12, DA Form 20.
Codes are listed in AR 330-330. Leave
this column blank if not applicable.
Changes to this item will be taken from
unit morning reports.
Basic pay entry date—columns 52-54- Enter
month and year of basic entry date recorded
in Item 33, DA Form 66, or Iteml6, DA
Form 20.

Changes to BPED must be
by the Personnel Records

Officers.
provided
Branch.
Enlisted. Changes to BPED will be
taken from unit morning reports.
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(5) Additional pay—column 55. Enter code
for additional pay data recorded in Officer's
Financial Data Records Folder or in Item
5 DA Form 20 for enlisted personnel.
Cddes are listed in AR 330-330. Leave
this column blank if not applicable.
Changes to this data will bo taken from
the unit morning reports.

/. Major block—dale of birth
language code
educational level
basic active service date (RA

listed only)
additional qualification
security clearance
accrued leave
processing code
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Figure 8-19.

(1) Date of birth—columns 66-60. Enter day,
month, and year of individual's birth as
recorded in Item 4, DA Form 66 of Item

£ DA Form 20. This information must be
provided by the Personnel Records Branch
for all initial assignments to the division.

(2) Language code—columns 61-62. When no
language is applicable enter 0 (zero) in
each of these columns. Codes are listed
in AR 330-330.

(a) Officer. Enter appropriate code for
foreign language in which the officer is
most proficient as recorded in Item 32,
DA Form 66; if a second foreign language
is listed, encircle the "2nd" over the
unit's position (col. 62) of the code (see
example, fig. 8-19). Changes to this
data must be provided by the Personnel
Records Branch.

(b) Enlisted. Enter appropriate code for
foreign language in which the individual
is most proficient as recorded in Item30»
DA Form 20; if a second language is
listed, encircle the "2nd" over the unit's
position (col. 62) of the code. Changes
to the most proficient language will be
taken from the unit's morning report;
changes to the second language must be
provided by the Personnel Records
Branch.

(3) Educational level—column 63. Enter edu-
cational level code-from Item 16, DA Form
66, or from Item32, DA Form 20. Codes
arc listed in AR 330-330. Changes to
this data must be provided by the Personnel
Records Branch.

(4) Enter in columns 64-66 the basic active
service date (BASD) applicable to Regular
Army enlisted personnel.
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(5) Additional qualification—column 67. Enter
0 (zero) if individual has no additional
qualification other than the special quali-
fication recorded in his MOS pit1 fix or
suffix. When individual has such an
additional qualification in Item 15, DA
Form 06 or Itein2?^ DA Form 20, enter the
code as a second special qualification.
Changes to this thita must 1x- provided by
the Personnel Records Branch.

(6) Security clearance—column 6S. Codes are
lister! in AH 330-330.

(a) Officers. Enter code for security clear-
ance recorded in Item 11. DA Form (Hi.
Changes to this data must be provided by
the Personnel Records Branch,

(6) Enlisted. Enter code for security clear-
ance recorded in Iteml9» ^-^ I'*°rm 20.
Changes to this data will be taken from
the unit morning reports.

(7) Accrued leave—columns 69-71. Accrued
leave is taken from DA Form. 481 (Military
Leave Record). Enter 0 (zero) in each of
these columns when individual has no
accrued leave.

(a) Enter number of whole days in columns
09 -70. Enter half a day as "6" in column
71. If individual has less than 10 days
accrued leave, enter number of whole
days in column 70; enter 0 (zero) in
column 69. If half days are not applica-
ble enter 0 (zero) in column 71.

(b) The Military Pay Branch must provide
the. necessary information when an
individual fails to accrue leave. The
Machine Processing Unit will update
accrued leave from entries recorded on
the unit morning reports and by auto-
matically adding 2.5 days to the accrued
leave amount once each month. See
chapter 5 for reporting exceptions.

(c) Negative balance entries for leave must
be, identified by recording the symbol
"CR" in red above columns 69-71.

(8) Processing code—columns 76-79. See para-
graph 8-20/(4).

8-22. Personnel Suspense Processing Card (DA
Form 2470-1). This punched card is used to report
changes to which suspense dates arc used to identify
those individuals requiring personnel actions, at
a specified time.

o. Major block—service number. See paragraph
S-20a.

/). Major bloel.—name. See paragraph 8-206.
c. Major bloc.k—grade. See paragraph H-20c.
d. Major block—eligibility for A rmed Forces Re-

serve Medal
HOM-rO.VrS resident—KTS <!a'e

qualification in arms
annual audit of DA Form 66

(officers only)
foreign sen-ice availability code

change- (enlisted only)
efficiency report due (officers only)
completion of on-the-job training

'enlisted onli/)
photograph (officers only)
eligibility for Good Conduct .}fedal

(enlisted only)
military identification card
Federal Housing Administration

eligibility
completion of 17-1 /'% years service

( 1 ) Eligibility for A rmed Forces Reserve Medal—
columns 33-34. Enter month and year
(as determined from individual's 201 file)
In which individual will become eligible
for the award of this medal. These columns
will be left blank when not applicable.

(2) Non-CONL'S resident—ETS date—columns
35-36. If non-CONUS resident (col.
51—DA Form 2469), enter the date (month
and year) 90 days prior to ETS.

(3) Qualification in arms—columns 37-38. En-
ter month and year (as determined from
Item 23, DA Form 66 or Hem 29* DA
Form 20) in which individual is to qualify
in arms. If individual is required to fire
for familiarization only, Encircle "F" in
columnar heading of the year field, column
38 (fig. 8-20).

(4) Annual audit of DA Form 66 (officers
only)—column 39. Enter month (as de-
termined from Item 35, DA Form 60)
in which the 'officer's qualification record
is due for annual audit.

(5) Foreign senicc availability code change
(enlisted only)~colt<mi/ .it). Enter month
(as determined from Iteml6, DA Form
20) in which the FSA code must be re-
viewed or changed. This column is blank
when not applicable.

ZapataMP
Pencil

ZapataMP
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ZapataMP
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ZapataMP
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Pencil

ZapataMP
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Figure 8-20.

(6) Efficiency report due (officers only)—
column 40. Enter the month (as deter-
mined from Item 2, DA Form 66)
during which the officer is due for an
annual efficiency report.
Completion of on-the-job training (en-
listed only)—column 40. Enter the
month (as determined from Item 38,
DA Form 20) in which the individual
will complete on-the-job training. This
column is blank when not applicable.

(8) Photograph (officers only)—columns
41-42. Enter the month and year (as
determined from Item 24, DA Form
66) in which the officer is due to be
photographed. Columns 41-42 are
blank when not applicable.
Good Conduct Medal (enlisted only)—
columns 41-42. Enter the month and
year (as determined from Item 4,
DA Form 20) in which individual

becomes eligible for this award. Col-
umns 41-42 are blank when not
applicable.

lV(10) Military identification card—columns
43-44. Enter expiration date of the
individual's ID card as determined
from Item 33, DA Form 66; or from
the file copy of DA Form 428 in the
201 file for enlisted.

(11) Federal Housing Administration eli-
gibility—column 45. Enter month of
January or July, whichever is next,
as determined from DD Form 802,
certifying the individual for eligibil-
ity. This column is blank when not
applicable.

(12) Completion of 17% years service—
columns 46-47. This item is completed
only for those individuals who have
completed 10 or more years of service;
columns 46-47 are blank when not ap-
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Figure 8-21.

plicable. Enter month and year (as
determined from the BPED, Item 33,
DA Form 66 or Item 34, DA Form
20) in which individual will complete
IT1/^ years of creditable service.
BPED should be used to assist in the
identification of these personnel when
10 years of service is completed.

e. Major block—completion of 29 years ac-
tive duty (enlisted only)

mandatory retirement (en-
listed only)

eligibility for promotion/
appointment

(1) Completion of 29 years active duty
(enlisted only)—columns 48-49. This
item is completed only for those in-
dividuals with more than 20 years of
active Federal service and with a per-
manent grade of E-6 or below. These
columns are blank for all other en-
listed personnel. Enter month and
year (as determined from the most
recent DD Form 4) in which individ-
ual will complete 29 years of active
Federal service. The BASD recorded
on the DA Form 2469, should be used
to assist in the identification of these
personnel.
Mandatory retirement (enlisted only)
—columns 50-51. Enter month and
year (as determined from Item 11,

DA Form 20 and latest DD Form 4)
in which individual may be due for
mandatory retirement. These columns
are blank when not applicable.

(3) Eligibility for pro-motion (officers)
and appointment (enlisted personnel)
—columns 52-53. Applicable for per-
manent appointment of enlisted per-
sonnel to grades E-3 through E-9
and temporary promotion of officers
and warrant officers to 1st lieutenant
and CWO, W-2. Columns 52-53 are
blank when not applicable.

(a) Officers. Eligible after completion of
18 months active duty as a com-
missioned officer. Enter the month
and year as determined from Item
12 and Item 18, DA Form 66.

(b) Warrant officers. Eligible after com-
pletion of 18 months in grade from
the date of appointment. Enter the
month and year as determined from
Item 12 and Item 18, DA Form 66.

i f ( c ) Enlisted personnel. Eligible as fol-
lows: To E-3, 8 months active duty;
to E-4 and E-5, 12 months as tem-
porary E-4 or E-5; to E-6 and E-7/
18 months as temporary E-6 or
E-7; to E-8 and E-9, 2 years as
temporary E-8 or E-9, Enter the
month and year as determined from
Item 33, DA Form 20.
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/. Major blocks—smallpox
typhoid
tetanus
A
B
C
medical examination
courts-martial record to be for-

warded, DA Form 26 (enlisted
only}

annual review of DA Form ^l
(Record of Emergency Data)
and DA Form 20 (Enlisted
Qualification Record)

expiration of service agreement
(officers only)

expiration of enlistment or service
(enlisted only)

basic pay entry date, adjustment
date (enlisted only)

processing code
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Figure S-22.

(1) Smallpox immunization—columns 54-55.
Enter month and year (as determined from
individual's Standard Form 601) in which
the next immunization is due.

(2) Typhoid immunization—columns 56-57.
Enter month and year (as determined from
individual's Standard Form 601) in which
the next immunization is due.

(3) Tetanus immunization—columns 58-59.
Enter month and year (as determined from

individual's Standard Form 601) in which
the next immunization is due.

(4) A, B, C,—columns 60-65. For local use.

(5) Medical examination—columns 66-67. En-
ter the month and year (as determined from
Item 14, DA Form GG or ItemI7> DA Form
20) in which the individual is due to receive
a medical examination; if individual is due
only for a medical evaluation encircle the
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"EV" in the heading of column 67 (Sg.
8-22).

(6) Record of courts-martial to be forwarded, DA
Form'20 (enlisted only)—columns 68-69.
Enter month and year (as determined from
DA Form 20 contained in individual's 201
file) in which the courts-martial record is
to be forwarded. Columns 68-69 are blank
when not applicable.

(7) Annual review of DA Form 41 (Record of
Emergency Data)—column 70. Enter month
(as determined from Item 18, DA Form 41)
in which the individual's Record of Emer-
gency Data must be reviewed. This item
also will be used to screen DA Form 20 for
E-7-8-9 personnel at the time DA Form
41 is reviewed.

(8) Expiration of service agreement (officers
only)—columns 71-72. Enter month and
year (as determined from Items 13 and
33, DA Form GG) in which the officer's serv-
ice agreement will expire. Enter a hyphen
(-) in each of columns 71-72 for those
officers on active duty for an indefinite
period. Changes to this information will
be taken from the uni t morning reports.
These columns are blank for RA officers.

(9) Expiration of enlistment or service (enlisted
only)- columns 71-72. Enter month and
year (as determined from Item 11, DA

AR GOO-16

Form 20) in which the enlistment or
service will expire. Enter hyphen (-)
in each of columns 71-72 for those in-
dividuals on active duty for an indefinite
period. Changes to this information will
be taken from the unit morning reports.

(10) Basic pay entry date, adjustment date
(enlisted only)—column 73. Enter month
(as determined from Item 33, DA Form
66 or Iteml6j DA Form 20) in which
individual's basic pay entry date must
be adjusted by a morning report entry.
Leave blank when not applicable. Changes
to this information must he provided by the
Personnel Records Branch.

(11) Processing code (officers and enlisted)—
columns 76-79. See paragraph 8-20/(4).

8-23. Interdm-sion gains. When an individual
is initially assigned to the division, DA Forms
2468, 2469 and 2470 are prepared by the records
clerk. These cards accompany the morning report
containing the remark assigning the individual.
All items on the cards will be completed.

8-24. Attached personnel, a. Only the Personnel
Data Card (DA Form 2468) will be prepared and
maintained for attached personnel. NVcessary
data will be takim from the. morning report and
identified only by the typo, of transaction node as
recorded in card columns 64-66.
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6. The following is recorded in the Personnel
Data Card for attached personnel:

(1) Name.
(2) Service number.
(3) Grade.
(4) Type of transaction rode.
(5) Date of transaction.
(*i) TOE paragraph and line numt>er (9999).
(7) Processing code of organization to which

attached.
(8) Card number (4 in column—80).

8-25. Codes. Except as noted, codes and abbre-
viations used in the Personnel Service Division
punched card accounting system are contained
in AH 330 330. Codes listed in a through r below
must be kept up-to-date and notification of changes
must be provided to interested offices and -.mils
of the division.

a. Area of last foreign strvicc tw.tr and (racci
status. The letter "Z" is used to iden t i fy those
individuals who have had no oversea servin*.

t/n-
Ofertta area Accompanied accompanied Ba;hf.:"

Europe (Ionp tours in 1 A K
Germany, France,
Italy, Greece, Turkey
and other European
areas).

Korea.. . . . . . . . . . . . . . 2 B - I.
J a p a n . . . . . . . . . . . . . . 3 C M
Ryukyus {.Okinawa} ..... 4 D N
Alaska.. . . . . . . . . . . . . . . 5 E P
Caribiwan Area . . . . . . . . . 6 F Q
H a w a i i . . . . . . . . . . . . . T G R
Other long tour area? aj S H S

out-lined in AR 611-30.
Other short tour areas &a 9 J T

outlined in AR CM-30.

b. Country of citizenship.
A librtriation —Code C'ou nt'lf

A F G . . . . . . . . . , . . . . . . . . . . . Afghanistan
AL. . . . . . . . .... . . . .. . . .. . . Alaska
ARB . . . . . . . . . . . . . .. . Saudi Arabijt
A R G . . . . . . . . . . . . . . . . Argentina
AST.... .. ..... . . . .. . . . . . . . Australia
AL". . . . . . . . . . . . . . . . . . . . . Austria
A20.. . . . . . . . . . . . . . . . . . Azores
BAH .. . . . . . . . . . . . . . . . . Bahama Islands
BEA. . . . . . . . . . . . . . . . . British East Afr ica
BET, . . . . . .. . . . . . .. . . . Bclpum
B E R . _ . . . . . . . . . . . . . . . . . Bermuda
BOL .. . . _ ..... . . . . . . . . . Bolivia
J1RA. . . . . . . . . . . . . . . . . . Brazil
B U R . . . . . .. ..... . . . .. . . . . Burma
GAM. . ... .. ., .. . . . . . . . . . Cambodia

A bbraiatien—Code Cc-in/ry
CAN. . . . . . . . . . . ..... ......... Canada
CAR.... ...... ..... ...... ... Caroline Islands
CHI...._ ......... ..... ....... China
CHL.. ..... ...... .. .. ..... Chile
COL... . ..... .. .. . . . . . . ... Colombia
CR... . . . . . . . . . . . . . . . . . . . . Costa Rica
C U B - . - . . . . . . - . . . . . . - - ..... Cuba
CZ . . . .. . . . . . . . . . . . . .. Canal Zone
CZK. . . .. .. . . . . .. .. ... Czechoslovakia
DKN. .. ...... .. ..... .. .. Denmark
DOM.. . ... .. .. ..... . . . .. l)«mimcim Republic
E C U . . . . . . . . . . . . . . .. . . Ecuador
EGY. . .. ...... .. . . . . . . . . Egypt
ELS . ..... ... . . . . . .- ...... .E) Salvador
ICNG. . . . . . . . . . . . . . . .. Knghmd
ERT. . . . . . . . . . . . . . . . . Eritrea
E T H . . . . . . . . . . . . . . . .. Ethiopia
FIN. . . . . . ... . ... .. ... . Finland
FRA. . . . . . . . . . . . .. . France
FWA. . . . . - . . . . . . . . . French \VVst Africa
GER . . . . . .. .. .. . . . . . Germany
GRE. . . . . . . . . . . . . . . .
CRN .. . .. .. . . . . . .
G U A . . . . . . . . . . . .
HAL. .. .. . . . . . . .. ..
H A W . . . . . . . . . . . . . . . . .
H K G . . . . . . . . . . .
H O N . . . . . . . . . . . . . . . .

Greenland
Guatemala
Haiti
Hawaiian Islands
HOOK Kong
Honduras

HUN ... . - . . . . . . ... . . . . . Hungary
ICE.
11)0.
IN A.
IRE.
IRN*.
IRQ.
ISR.
IT A.
JAP.
JOH.

Iceland
Indonesia
India
Ireland
Iran
Iraq
Israel
Italy
Japan
John.stoii Island

JOR. . . . . . . . . . . . . . . . . . Jordan
KAS . . . .. .. .. .- . . - . - . .. . Kashmir
KOR... . . . . . . . . . . . ... .. . . . . Korea
LAO. . . .. .. . .. ., . . . . . Livos
LBY. . . . . . . .. .. ... . . . . . . Libya
LEB.. . . . . . . . . . . . . . . . . . Ixibanori
LIB. . . . . . . . . .. . . . . . . . . . Liberia
LUX . . . . . . . . . . .. .. . . . . . . Luxembourg
M A L .. .. . , . . . . . . . . . ... .. . Malayan Fi:cU;r;»tion
M A R . . . . . . . . . . . . . . . . Mar iana Islands
ME.\ . . . . , . .. .. . . . . . . . Mexico
MOR . ... .. .. .. . . . . . . .. . Morocco
MdH .. . . . . . . . . . . . . . . . . .. . Mar.<h:.)l Islands
N K P . . . . . . . . . . . . . . . . . Nepal
NKT . . . . . . . . . . . . . . . . . Netherlands
NIC. . . . . . . . . . . . . . . . . Nicaragua
NOR . . . . . . . . . . . . . . . . . . Norwav

P A . . . . . . . . . . . . . . . . . . . . Pacific
PAK . . . . . . . . . . . . . . . . . . . Pakistan
PAL... . . . . . . . . . . . . . . . . . . . . . . Pale-sLine
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Abbreviation—Code Country
P A N . _ _ _ _ _ _ _ . _ _ . _ _ _ _ _ . . . . . _ , _ _ _ _ Panama, Republic of
PAR..__.........--------_-,..._ Paraguay
PER...............-.------,.... Peru
PI...........--------.....,-,--.- Philippine Islands
POL............................ Poland
POR.------------, . . .------ , .-- . Portugal
PR..........-..-----.-.-..-,-.-. Puerto Rico
RUM-..-.......------.--,.,...- Rumania
R U S . . . . _ „ _ . _ _ . _ _ _ _ _ _ _ _ _ _ _ , _ _ _ _ Russia
R Y K - - - - - - - - - - . - - _ . _ . - _ . _ . . . _ _ _ _ Ryukyu Islands
S A F . - . - - - _ _ . _ _ _ _ _ _ _ . _ , „ - - , _ _ _ _ South Africa, Union of
S I N . . , - - - _ _ _ _ _ _ _ _ _ _ . _ - _ . . . , - , . . _ _ Singapore
S P A . . _ . - - , _ _ _ _ . _ _ _ _ _ _ . . _ - . - , - _ _ _ Spain
S U D . - - - - _ _ _ _ _ _ . . . . . - . - - - - - , _ _ - _ Sudan
SWE-__._..............----,.... Sweden
S W I . . . . . . . . . . . . . . _ _ _ _ _ _ _ _ _ _ _ _ _ _ Switzerland
SYR. _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Syria
T A I . . . . . . . . . _ - . . _ . _ _ _ _ _ _ _ _ _ , _ _ „ Taiwan
T H I _ . _ . _ . _ . . „ _ . _ _ _ _ _ _ _ _ _ _ _ _ _ _ . . Thailand
TRS. _ _ _ . _ _ . . - _ . . _ _ . _ _ _ _ _ _ _ , _ _ _ _ Trieste
T Y N . . . . _ . _ . , _ , . . _ _ _ _ _ _ _ _ _ . , _ _ _ _ Tunisia
T U R - _ . - _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ . - . . _ _ Turkey
t J B U _ _ . . . . . . . . _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Uruguay
U S . - . . . . - , . _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ . - United States
YEN . . _ . _ „ _ . , _ _ _ _ _ _ _ _ _ _ _ . _ . _ _ Venezuela
V I _ - - - _ - - , _ _ _ _ _ , . - , . . - - , - - - - _ . . . Virgin Islands
V N . . . _ _ _ . _ . _ _ _ _ _ _ _ _ _ . . . _ . _ _ _ _ _ _ VietNam
W A L _ _ _ _ _ . _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Wales
WI— _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Wake Island
Y U G _ _ _ _ _ . _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Yugoslavia

c. Marital/dependency status.
Code Definition
Q.....-,.-__. No dependents.

AR 600-16

Code Definition
I....,.--...._ Single—one dependent.
2__........ Single—two dependents.
3_......._. Single—three dependents.
4.......--.-- Single—four dependents.
5. _ - - , _ _ - , _ . . Single—five dependents.
6.------...-- Single—six dependents.
7_.. . ._. ._.._ Single—seven dependents.
8----.-.--.,. Single—eight dependents.
9............ Single—nine or more dependents.
A - - - - _ - - - - - . Married—one dependent, the wife.
B _ _ . _ _ _ _ _ _ _ _ Married—two dependents, the wife is one.
C..-.......-- Married—three dependents, the wife is one.
D _ _ _ _ _ _ _ _ _ _ _ Married—four dependents, the wife, is one.
E _ , _ _ _ _ _ _ _ _ _ Married—five dependents, the wife is one.
P.. - . _ _ _ „ _ _ _ Married—six dependents, the wife is one.
G _ _ _ _ _ . - _ _ . _ Married—seven dependents, the wife is one.
H _ _ _ _ . . _ - _ _ _ Married—eight dependents, the wife is one.
I.------.--.- Married—nine or more dependents, the wife

is one.

d. Processing code. Processing codes will be
established for each unit by the MPU, and will be
furnished to each unit activity. Processing code
structure is denned in paragraph 8-27c(l).

e. Type of transaction. Type of transaction codes
are used primarily to account for personnel strengths
and to identify those individuals who may be
attached or in an absentee status as reflected on the
unit's morning reports. In addition, these codes
will facilitate processing changes to the Personnel
Records punched card file and are to be applied as
appropriate remarks appear on the morning report.

Section V. MACHINE PROCESSING UNIT FILES

8-26. General. Files required in the Machine
Processing Unit can be grouped into two categories:
punched card files and supporting document files.

8-27. Punched card files, a. The personnel
records file consists of three different punched card
forms for each assigned individual: Personnel Data
Card (DA Form 2468), Personnel Qualifications
Card (DA Form 2469), and Personnel Suspense Card
(DA P'orm 2470). Data in these cards are in most
instances in coded form. These cards are punched
and interpreted as outlined in table 8-1. The Per-
sonnel Data Card contains information which is
used in the preparation of most strength reports.
The Qualifications Data Card reflects the data most
commonly consulted in connection with management
functions. The Personnel Suspense Card records
suspense data which is used to assist in handling the
many personnel actions and to alert appropriate

personnel of pending actions. These cards are
designed to reflect the current status of each in-
dividual assigned or attached to organizations within
the command jurisdiction of the division head-
quarters. This file is the basis for most PCM
reports. A variety of data may be quickly extracted,
accumulated and summarized for specific groups of
individuals or organizations. The currency and
accuracy of these reports are dependent upon prompt
and accurate reporting. The file is maintained by
subunit within the parent unit. Within the subunit
the cards are arranged alphabetically (first eight
letters of surname) by service number (three terminal
digits). Parent units may by grouped so that the
personnel accounting specialist may be assigned a
specific group of organizations in order to expedite
updating and report preparation. This group nor-
mally coincides with composite team arrangement.
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Table 8-1. Type* of Transaction
01

TrtMcod-

no

120

130

140

150

100

100

105

210
230
240

250

260
290

295

Application

GAINS TO ASSIGNED STRENGTH

Individual ia assigned and joined to a unit
of the division — reassigned from outside
the division.

M/R itroup

File affected

Per. dftia

( Off.

Assigned Gains. ... ..

Individual assigned joined to a unit of the Assigned Gains ... ..
division- reassigned from outside the
division. (Individual is in an intransit
status — Transaction Code 420 must be
applied subsequently when individual is
reported joined.)

Individual is returned from a "Dropped . ..,_,_„ ,_._.... . . . . . .

X

X

Enl

X

Pert quit

Off. En)

I

X v

X X | X;

from the Rolls" status.
Individual enliate, reenlists, or is called to Awnim™) f 'ninn

active duty nnd is initially aligned to
the report ing unit .

Individual is assigned from another unit

V

Pen »usp

1
Off. , Enl

X

X
x

v_ Y \ Y 1 Y

X Y Y Y Y

Assigned (Jains.. ...
within Ibe division.

Individual ie assigned not joined (intrHnsit)
from another unit within the division.

Revocation of a loss reported under Trans-
action Code 210, 230, or 240.

Revocation of a loss reported under Trans-
action Code 250.

LOSSES TO ASS1GXKD STRENGTH

Individual is reassigned outa'de the division .
Individual is "Dropped from the Rolls."...

X X X X X X

Assigned (Jains... ... X X

Assigned . ...... ... X

X X X X

X \ \" Y Y

Assigned . . _ . . - - - - X X

Assigned Losses ..... X V
Assigned Losses .... X

Individual ia separated or discharged from Ansiim**d I^RSM
active service.

Individual is reassigned another unit with-
in the division.

Death . . ....................... .....
Revocation of gain reported, under Trans-

action Code 110. 120, 130, or 140.
Revocation of a gain reported under Trans-

action Code ISO.

X X Y V

1

v Y Y

X X X
x

X X
X X X X X X

Assigned . . . . . . . . . X X

Assigned Losses ....
Assigned Losses ....

Assigned Losses ... .

x
X V X X

V V X Y Y
X X X X X X

X X X \ X X ' X

Daily itr

Off,

X

x

X

X

X

X

X

X
X
X

X

X
X

X

Enl

Alpha lac

.,.,. , En!

V

X X

X X

Y Y

,

X X X

X X X

"V V V

v \ Y

X Y V

X X X
X Y Y

Not prevent
- — - —

Off. KnJ

X X X

\ V Y

X

X

X

X

X

x

1
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Table 8-1. Types of Transaction Codes—Continued.

Trana
code

730
740

750

780

790

810
820
830
390
410

420

490

510
520
590

610

620

690

Application

OTHER DUTY STATUS— Continued

Individual is reported absent — sick. , . _ _ . _ _
Individual is reported absent in confine-

ment, military or civilian.
Individual departs pending EDCSA of

transfer — to be subsequently reported
under Transaction Code 210 or 250.

Individual Enlists, reenlists or is called to
active duty (assigned not joined — in-
transit). Individual simultaneously re-
ported under type Transaction Code 140.

Erroneously reported .under Transaction
Code 810, 820, 830, or 840.

Individual returned from ordinary leave., .
Individual returned from detached service. .
Individual returned from absent — sick _ ._
Revocation to Transaction Code 410 or 420_
Relieved from attached (other than pend-

ing EDCSA).
Relieved from attached pending EDCSA —

individual must be .eported under Trans-
action Code 110 or 150.

Revocation to Transaction Code 310 or 320.

UNAUTHORIZED ABSENCE

Individual is reported absent without leave-

Individual erroneously reported under
Transaction Code 610 or 620. _ _ _ _ _ _ _ _ _ _ _

Individual returns from absent without
leave before being "Dropped from the
RolLa."

Individual returns from missing before
being "Dropped from the Rolls."

Individual erroneously reported under
Transaction Codes 510-520.

M/R group

Misc Changes — ....
Misc Changes _ _ . _ _

Mific Changes __ ,__

Misc Changes.. _ _ - _ _

Miac Changes.. ....

Misc Changes _ ....
Misc Changes _ ....
\fiflf> _T*rinnfFpfl

Attached Pers __ ._

Attached. . . . _ -_ . .__

Attached. _ _ _ _ _ _ _ _ _ _

Misc Changes __ ..

IVT.m"1 ( ; ii d n ff on

Misc Changes __ ...

IVliflf1 (.noniTMi

File affected

Pen data

Off.

X
X

X

X

X

X
X
X
X
X

X

X

X
X
X

X

X

X

Enl

X
X

X

X

X

X
X
X
X
X

X

X

X
X
X

X

X

X

Pet-qua!

Off.

X

Enl

X

Pera BU_P

Off. Enl

Daily Btr

Off. Enl

Alpha loc

Off.

X

X

Enl

X

X

Not present

Off.

X
X

X

X
X
X

X
X
X

X

X

X

Enl

X
X

X

X
X
X

X
X
X

X

X

X

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil



AR 600-16

(1) The Personnel Data Card (DA Form $468).
(a) The Personnel Data Card (DA Form 2468

for officer personnel will be punched,

interpreted and maintained by the Mach-
ine Processing Unit as illustrated in
table 8-II.

Tattle 8-J1. The Personnel Data Card (DA Form £468)
(For Officer Pereonnel)

No.

1
?,
3

4
5

ft
7

8

9

10
11

12

13
14

U>

Hetnei-U of d*U

Description

Service number. .................. .. ....... ........ ,..,.
Name... ... ...... _ _ . _ . _ _ , _ _ . . . . . _ . . . _ . .......... ........
Grade:

Alpha designation ...... ...... . . ...... ...... ...
Code... ...... ............ .. ... .......... .........

Blank.... . . ............. ....... ...... ...... ... ...... .
MOS -Primary: ....... ... .. ...... ...... .......... .....

Prefix ......... -, .-. . . , . . . , . . . . . . . . . ..... ............
<k>de... ....... _ _ - . . . , . . . ....._... .............. .....

Blank... .. ...... .......... .......... ... . . . . . . . ., .....
MOS— Duty.... ............. ....... ...... .............. .

Prefix.. ................. ..................... .... ... .
Code,... ...... ...... ...... ...... ...... ...... ...,.

Date of rank:
Dav. . . .. ... ............. ...... .............. .....
Month. . . . . . . . . . , . . ._ , . . . ...... ...... ...... ...... .
Year. ...... ,...., .... . . . . . . . . . . ,.. .. ... .. ....... .

Date of loss or rotation date: ..... .... .. ... . .. . . ....
Mouth.. ...... .......... .. ...... ...... . . . . . . .....
Year.... ...... ......... .. ....... .. ....... ., _ . . , .
Dav (o /s divisions) . . . . . . . . . . ... . . . . . . . . . . . . ...... .

Blank (CON US divisions)... ....... .. ... ...... ...... .....
Transaction:. ...... ...... ...... ....... ...... .. ... ....

Type . . . ...... . . . . . . . . . . . . . . . . . . . . . ...... . . . . . .
Date:

Day ...... ...... ...... .............. .........
Month. ... . . . . . . . . . . ,.. .. ..................... .

TOE:
Paragraph ......... . . , . . . .„ . . _ . ...... ....... ... . . .
Line number .......... , . . . „ . . ., ,.. .. ....... ...... .

Blank.... . . . . . . . . .
Processing code:.... . ...... ... , . .... . . ... . .. . ..

Parent uni t . . ..... . . . . . . . . . . . . . . . . . . ....
Subunit.. , . . . . . . . . . . . . . . . . . .. . . . . ....
Analyst and composite team. .... . . .............. .,.....-

Card number ... ... ...... ..... ....... .... . ...........

He (ere nee

AR 330-330.... .......
AR330 330........... .

AR 611-112
AR 611-101
AR 611-103
ARG14-110
Note 1

AR 61 1-1 12
AR 611-101
AR 611-103
AH 614- 110
Note 2

Note- 3

Section IV

Note 4

Note 5. .... . . . ... . . . .

Co Jura 1x1
punched

I -10
11 -28

29-31
32
33

34
3!> 38
3042

43
44-47

48 49
50

51 -52

53
54

55-5fi,
55TO

0-1 G6

67 68
G9

70-71
72-73
74-75

76 77
78
70
80

Type
whet Is

interpreted

20-29
1-18

31-33
34

38
39-42

4!)
50-53

55-56
57

58-59

38 L
39 L

35-30 L

41-43 L

44-45 L
46 L

48-49 L
50-51 L

35 -5fi L
57 L
58 L
00 L

See notes on next pace.
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NOTES

1 Primary MOS will be MOS u reported under item lOf. DA Form 1 (Morning Report). MOS will include the prefi*. or degree of proficiency lor Army
Medical Service officer*, when applicable. When a prefix it not applicable. • i~ro will be punched in column 34.

2. Duty MOS will be the duty cod* -a rei>omd under item lOm. DA Form 1 (Morning Report?, including the prefix, when applicable When * prefix
ii not applicable, a t-ro will be punched n; column 43.

3. Theae column* for personnel having no dale of losj. wi l l be left blank. Two 12-ione punches wil l ba punched for i>eraonncl with indefinite categories.
A. The processing code will Irt the cod- reflected in the organisation card. The pntcesriut rode is a 4-diRtt code used to identify tht pamil 'ami. mibumX.

composite team and analyst.
5. A ime (I) will be punched in column 80 to identify the card, In addition, column BO will contain B control "X " (11-ione) punch.

(6) The Personnel Data Card for enlisted
personnel will be punched, interpreted

and maintained by the Machine Process-
ing Unit as illustrated in table 8-1II.

Table 8-11 J. The Personnel Data Card (DA I'crm £46$)
(For Enlisted Personnel)

No.

10
11

12

13

Element* of data

Description
Re fere ace

Service number....... ...... ..... ...... .............. . . . . . . . . . . . . . ...
Name................ ................... ............ ..... i. . . . . . . . . . . . .
Grade:

Alpha designation.......... ..... ...... .................[ AH 330-330..
Code......... ..... .......... ............ ........ .... - Alt 330-330..

Proficiency rating designator code.... ............ . ...... .... |. ... ........
MOS—Primary:......... ............ ........... ...........1 AR 011-201

Note 1
Code................... ........ ............ . . . . . . . . . . . . . . . . . ......
Skill level Buffix... . . . . . . ...... ............ . ... . . . . . . . ' . . . . . . . . . . . .
Special qualification suffix. ...... ..... ...... ... . ...... ..... ... . ..

MOS—Secondary:..... ...... ........... .... ... . . . . . . . . ] AR 611-201
, Note 2

Code...... ...
Skill level suffix.

MOS—Duty:.... . . . . . . . , . . . .............. .......... . .... . j AR 611-201
j Note 3

Code.............. .. ...
Skill level suffix.. . . . . . . . .
Special qualifications suffix.

Date of rank:
Day........ ..... .....
Month........ ... .....
Year.............. .....

Date of loss or rotation date...
Month.... ...... .......
year......_._......,....
Day (O/B divisions).......

Blank (CONUS divisions).....
Transaction:

Type-... .---.-.-. .-.--. . . . .-.-. . .----..---.. .---.. .-.-! Section IV..
Date:

Day....
Month..

TOE:
Paragraph...
Line number.

Blank...........

Note 4

8e* not«* »t cad ol table.

8-40

I Column* I Type
i punched j u-heeli
[ ' interpreted

1-10 I 20 29
11-28 I 1 18

29-31
32
33

34-36
37
38

42

43-45
46
47

48 -49
50

51-52

53
54

55-56
55-63

64-66

67-68
69

70-71
72-73
74-75

31-33
34
36

38-40
41
42

44-46
47

55-56
57

58-59

38 L
39 L

35-36 L

41-43 L

44-15 L
46 L

48-49 L

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil
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Table 8-111. The Pertonnet Data Card (DA Form 8468)—Continued
(For Enlisted Personnel)

No.

14

IS

dement* of d*t*
DMcription

ProoeaBUig code:., . _ _ _ _ _ _ _ . _ . _ . _ . . , _ _ _ _ . _ _ . . . _ . . . . . _ _ . . . _ _ _ , . . _ .
Parent unit. ..--...-.-.....-...-............-.-..-.-....-.
Subunit, . - . - , - - . . - - _ _ . - - - . . . . . ......... - . . - . - - , . . _ . , . . . .
Analyst and composite Team ............ . . . . . . , ._ . , . . . .

Card number... .....--.-.-,-....._...............-....-......

Reference,

Note5

Note 6.................
_ _

Column*
pun* bed

76-77
78
79
SO

Type
wheel*

interpreted

55-56 L
57L
58L
60L

NOTES

1. Primary MOS will be MOS u reported under item lOf, DA Form 1 {Morning Report,'. A verified Primary MOS will be identified by an "X" ( I I )
tone in roltimn3*»Wben the .kill level mirLi or-peclal qu«li ncatioru: aitfE* ia not *p plica pie. a icro will be punched in the appropriate column.

2. Secondary MOS will be M reported on tbe DA Form I { MOT nine Report).
3. Duty MOS will bn tbe MOS H reported under item 10m, DA Form 1 (Morning Report). When the skill level suffix ia not applicable, a zero will be

punched.
4. Tbe*e column* (or tic** individual* bavinf no date of IOM (CONUS) will be left blank. Two 12-tone punche* will b« punched lor CONUS personnel

with indefinite term* of service.
5. The proceuinic code will be tbe code reflected in the or(C*nit»tion curd, Tbe proceeding code ig a 4-difit rode uwd to identify the parent unit, lubunit,

composite learn and «naJy_t.
0. A one (1) will be punched in column 80 to identify tbe card. In addition column 80 will contain a control "X" (H-ionO punch.

(2) The Personnel Qualifications Card (DA
Form 9469).

(a) The Personnel Qualifications Card (DA
Form 2469) for officer personnel will be

punched, interpreted and maintained by
the Machine Processing Unit as illus-
trated in table 8-IV.

Table 8-]V. The Personnel Qualifications Card (DA Form
(For Officer Personnel)

No.

1
?
3

4

5
fi
7
8

ft
10

n

Element* of data
Description

Service number ...... ... ....................................
Name ............ . .......................................
Grade:

Alpha designation .................. . . ...............
Code . . . . . , . - - - .................. _ _ _ . . - . - - . . . - . , .

Branch:. --.....,.-.... ...... . ................ _ . _ _ . . , . . . . . .
Duty detail. ........ ...... ................ ............
Control/monitor designation .................. .............
Basic. _.................. . . . . . . . , . . . . . . . _ - . - . . - . . . - . . -

Component. ....................... ................... . .
Service agreement ......................... .............. . .
Racial group. . ................... . . . . . . . .............. . .
Marital/Dependency status. ......... ..................... ...

Phyaical category..... . . . , ...... . . . _ , . _ _ . . . . . _ . . . _ . . . ....
Last permanent change of station:

Month. ..................... ......,...._.....,-.-- ......
Year...................... . .................. . ....

Date of return from overseas (CONUS only):. ............... ....
Month............................................ - - .-
Year............................ ...... . ............ .

Reference

AH 330 330...... .....
AH 330 -330. . . . _ - _ _ . . . .
Note 1
All 330-330.... ..... ...
AR 330-330.... . .....
AK 330-330.... - - - - - -
AR 330-330. .......... .
AR 330-330. ...........
AR 330-330........ ...
Section IV.. ........ . . .
Note 2

Not*3

Columns
punched

1-10
11-28

20-31
32

33-34
33-36
37-38

39
40
41
42

•i**•w

44
45-46

47
48-49

Type
wheel*

interpreted

20-29
1-19

31-33
34

36 -37
38 39
40-11

43
45
47
4<>

51

5,'l
54 55

57
58 59

See noMa at end of table.
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Table 8-1V. The Personnel Qualifications Card (DA Card £469)—Continued

(For Officer Personnel)

No.

19
17

14

IS
16

17

18
19
2f)

21
??

23
?4

25

Element* of data

I)eacription

Laat foreign service area ... .... .... ..... .... . . . . . . . . . . . .
Residence (Non-OONIJS).. .. ... .... ... ... ... .... ...
Basic pay entry date:

Month .... .... .... .... ..... .... ........ ... ...
Year. .... ... ... ... ......... . . . . . . . . . . . . . . . . .

Additional pay eligibility . . .... .............. .... .... ....
Date of birth:

Day. .... ............ ... ....
Month.. . . . . . . . . . . . . ... . . . . . . . . . . . .... .... .... ....
Year.. ... .... .... .... ............. .... .... ....

I-anpiage rode. .... .... ........ ..... .... .... .... ....

Education level . ............. ..... , . . . ........ . . . . . ....
Blank.... ......... ........ .... .... ........ .... .. .
Additional Rpecial qualification . .... .... ...................

Security clearance. . . ..... ........ .... .... ..............
Accrued leave: ...... .... ........ .... .... ... .... . . . .

Days . ............. ........ .... .... ........ ....
H d a v . . . . . . ........ .... ..... ... .... . . . . . .... ...

Blank
Processing code:. ... ..... . . . . .... ........ .... .... ...

Parent unit ............. ..... ........ .... . . . . . . . .
Subunit... .... ......... ........ .. .... ... .... .
Analyst and composite team ..... .... . . . . ... ... . . . . .

Card numt>er . . . . . ..... ..... ... .......... ... .... .....

Jlrlennrv

• Section IV.. .. ...

A R 330- 330... ... ....

AR;no-:ao.. .... ...
Note 4
AR 330-330. .... ....

AH6U-112. .... ....
AR Gil-101
AR Gil-103
AR 614-110
AH 330 ;«0
Note 5

i
Note 6.. ... .... ....
Note"

Note 8..... . . . . . . . .

Column!
punched

50
51

52
53-54

55

50-57
68

".9 -60
61-62

63
04 -GO

67

68

69-70
71

72-75

70-77
78
79
80

Type
wheel*

interpreted

CO
22 L

24 I,
25 26 L

28 J,

30-31 L
32 L

33-34 L
36-27 I,

39 L

47 L

47 L

49-50 L
51 L

55-50 L
57 L
58 L
60 1,

NOTES

J. The duty d*t*J branch (branch in i-hieb wry-inn) n;ay be identical with ihe control branch The control branch and duty detail branch (or general
office.- will be "GO." The control branch for warrant officers -(il) V-e the monitor di-signaiion: t in- duty and ba*ic lor warrant office™ w i l l not be ininched.

2. Marital dependency status will be tbe number of dependent* code (rod--- number 10) in Alt 33O-330 A 12-ionc j.unch over ilip nu tnhr r o( d" j>rndents
will indicate the individual la married.

3. "NO" will be punched in column* 48-48 when personnel have no oversea, B.TVKC. Column 47 »iil be blank.
4. Th* unit* position of ih* fanjruaitc rode will be overpunched with a 12-zonc punch lo indicate proficiency in • foreign laiiBimsc oihtr than the o_ ie

recorded. A lanjruajp must be recorded when the PMOS contain* a »p*cial qua! illations dipt of "6."
5. In addition to the number of day* It-are accrued in columns 6tt -70. column 71 will contain a 5 or 0 to indicate J^ day M none. An ! 1 -zone punch in

column 09 indicate* a negative leave balance.
6. Columna 72-73 are reserved for computinc the new leave balance at the end ul each month.
7. The pfoccHinjc code will be the code rerWti-d in tbe organization card. The [>roc««inc code i* a <--diKit code o-oJ to identity (he parent unit. *ubunit.

conrpoaite. team and analyst.
8. A two (2) will be punched in column £0 to identify the card number. lr. addition column HO will contain a control 11 -ions punch.

(6) The Personnel Qualifications Card (DA
Form 2469) for enlisted personnel will
be punched, interpreted and maintained

by the Machine Processing Unit as
illustrated in table 8-V.
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Table 8-V. The Personnel Qualifications Card (DA Form
(For Enlisted Personnel)

No.

1
2
3

4

">
ft
7
8
a

10
11

12

13
14
15

If)
17

18

10
20

21
22
23

24
25

26

! Element, of data

DeacripUon

Service number. ...............
Name... . . . ... ......... ...
Grade:

Alpha designation ...... ...
Code........ .... .... ...

Citizenship (country).. . .... ..

Genenil Technical Aptitude Area i
Foreign service availability.... . .
Hlank .... ......... ... ..
Racial group ......... ...
Marital dependency status.. .. ..

Physical category ...... ........
I-ast permanent change of stfttion:

Month. . . . . . . . . . ... ...
Year. . . .... ... . . . ...

Date of return from overseas (C0_

Lnst foreign servic*- area (CONUS
Residence (non-CONUS). . . . ...
Tt.nsic pny entry date1:

Month
Ye;ir. . . . . . . .... ...

Additional pny eligibility. ... ...
Date of birth:

Dav.. . . . . . . . . . . . . . . . . .
Month. .... .........
Yr.ir... ... ... . . . . . . . . .

Education level. . .... .... ...
B:isic HfUvr service dfttf

Month. ... ..... .... ...
Yrnr . . . . . . . . . . . . . . . . .

Additional special qualifications. .
Security clearance. . . . . .... ...

Da vs. . . . . . . . . . ..... ...
H day- - - - - . . - - - . . - - - - - - - - -

Blank ......... ... .... ...
Processing code:. ... .... ...

Parent unit . ... ... ...
Subunit .... ... ... ...
Analyst and <-ompositc team-

Card number. .. ... ..... ...

Score.. ... .... ..............

Reference

AR 330-330
AR 330-330
Note 1
Section IV

Note 2. . _ . . . . _ . . _ . . . . . .
. .. . . . . . . . . . Note 3....

•sUSonly): . . . . . . ... ... ...

Section IV
Note 4

Note 5

onlv) Section I V . . _ _ _ _ _ _ . _ _ _
. . ... ........ AR 330-330 . . _ _ . _ . _ . .

.... ...................
. . . . ... . . . . . . . . . ..... ... AR 330-330.. . . . . . . . . . .

... AR 330-330 _ .
Note 6
AR 330-330. ... ... ..

ARCH-201... .... ...
AR 330-330... ... ...
NotrT

Note; 2.. ..............
Noto 8

.-. ... ... ... . . . . . . . . . No t rQ . . . ....... ...

Column*
punched

1-10
11-28

29-31
32

33-35

36-38
39
40
41
42

43

44
45 46

47
48-49

50
51

52
53 54

55

56 57
58

59-60
61-62

63

64
65-55

67
68

69-70
71

72 75

76-77
78
79
80

i

Type
wheels

interpreted

20-29
1-19

31-33
34

36-38

39-41
43

47
49

51

53
54-.r>5

57
58-5'J

60
22 L

24 L
25-26 L

28 L

30-31 L
32 L

33-34 L
36-37 L

39 L

41 L
42 43 L

45 L
47 L

49-50 L
51 L

55-56 L
57 L
58 L
60 I.

NOTES

1. If tli- i n d i x id-jo: is «,T a'.icn. t in* alphabetic location rodf (AH 33!' 357'i wi'.i be used to indirsi? foreign country of citui'n.ship In tin- event only a
two-character abbreviation is necessary, column 35 nil] be blank. Column 4 1 mult then be punched 10 indicate t t inl the individual j j «n alien,

2. CoUmin 40 and column* 72-7,1 are removed (or locnl UM and computing the ne* Inavc balance al the end of each month.
3. In addition to the racial grou|< code, a 12-iom- punch w j l ! W punclir^l in column 4 1 to idi-n ' i fy ali.i:t. I f alien elatus is indira'.ed herein, columns 33-3,5

tnuat !«• [Hjnclvcd to indicate country ot citicenahip.
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NOTES—Coa-inuad

A. Marital dependency a tat us will b« the number uf dependent* code (code number 10) Jn AR 330-330. A 12-ion- punch over tht number of dependent*
uill indicate individual a married.

5. "SO" will be punched in eolunirj-S-49 when CONUS personnel have no overaea service. Column 47 will b. left blank. Both these cotumna are blank
for other than CONl'S divuuowi.

0. The unit position of the lanfunR, code wiJI l>c cue-punched with a 12-ione punch to iodietu the individual aj^ak* A foreifiH Janjruajte other thin the
»ne recorded. A language mu»t be recorded when the PMOS contains a special qualifications digit of "6."

7. In addition to the number of day* leave accrued in columns GS^-70. column 71 will contain ."i or 0 to indicate K day or none.
8. The proceaain* code will be the code reflected in the oncamiation cant The proc-uinft code is a 4-dmi: code used to ident i fy the parent unit , subjnit,

composite team and analyst,
0. A two (2) will be punched in column 60 to identify the card number. In addition, column £0 wit] contain a control It-cone punch.

(3) The Personnel Suspense Card (DA Form
2470).

(a) The Personnel Suspense Card (DA Form
2470) for officer personnel will bo

punched, interpreted and maintained by
the Machine Processing Unit as illus-
trated in table 8-VI.

Table 8-VI. The Personnel Sutpfnst Card (DA Form 24?0)
(For Officer Personnel)

No.

1
2
3

4

5
6

7

8

9

10

11

12

13
14

15

id

El.mentj of data

Description

Service number. ,. ............................ ....... ....
Name.... .....--.-.-.. ........,.._...........--.-... ....
Grade:

Alpha designation. .... ............ .....................
Code ............... ............. .....................

Armed Force Reserve Medal:
Month.. . . . . ..................... ............. .....
Year................................ ............. ......

Blank. _ . . . . . . - _ . _ _ _ . _ . . _ . . _ _ _ _ _ . . . . . _ _ _ ............ ......
Qualification in arms:

Month....... .............. ............. ..............
year........ ...................................... .....

Annual audit of DA Form f>6:
Month.............. ._._..............................

Efficiency report:
Month . . . . . . . ....... ............. ........ ............

Photograph:
Month............... .... ........ .............. .....
Year ..................... ........................ .....

Identification card:
Month. .................................... .............
Year....................... .............. ..............

Federal Housing Administration:
Month. . ........................... ....................

17M years Federal service:
Month... . . . . ...........................................
Year........ .......................... ...............

Blank.......... ...... ...................... ..............
Eligible for promotion:

Month. ..................................................
Year....... .........................................

Smallpox:
Month. ..................................................
Year...... ............................................

Typhoid:
Month. . ........__.._....................................
Year...... ...................... ......................

Refe n nee

........................
AR 330-330... . .......
AR 330-330. . . . . . __ . . .

Note 1......... ......

Columni
punched

1-10
11-28

29-31
32

33
34

35-36

37
38

39

41
42

43
44

45

46
47

48-51

52
53

54
55

56
57

Type
wheeli

interpreted

20-29
1-18

31-33
34

36
37

42

45

47

49
50

$9

55

57

7 L
8L

10 L
11 L

13 L
14 L

SM not« at end of table.
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Table 8-VI. The Personnel Suspense Card (DA Form ^70}—Continued
(For Officer Personnel)

No.

17

IB
1Q

20
21

99

23

24

25
?6

?7

Elemeota of data
Dvicription

Tetanus:
Month .................... . . . . . . . . . . . . ._ . . . .___. , . . ._ ._
Year. ..................................................

A.. . . . . . . . . . . . . . . . . . . . . . . ...................................
B.. . . . . . - . - . . . . . . - _ . - - - . . - . . - - - - - - . . . - - . - . - . . - . . - - .
C _ . . _ _ . - . - - - - . - - . _ - - . . - - - - - - - - - . - . . - - - - - - . - - . - - - - _ -
Medical examination and type:

Month. ............ ............. ...................
Year.. .................. .................... .....

Blank.... .............................. ..... - . . . . . - . - ._-
DA Forms 20-41.

Month.. ..... ............ ^. ........................
Date of expiration of service agreement. _ . . _ _ _ . . . . . _ _ _ _ . , _ . . _ _ _ _ _ .

Month ............ ..................... .... ....
Year. . ............ ................... ...........

Blank ..... ............ . . . . . .-- . . . . . . . ,--- ...........
Processing rode:.. . ..... .................... ...........

Parent unit ... ..................... ..... ...........
Subunit ..................... ...... ...................
Analyst and composite tram ... ....... .............. .....

Card number. ............ ........ ..... . . , . . . _ . . _ , _ . , . . . _ _ .

Reference

Note 4... ..... .......
Note 4.................
Note 4. ................

Note2._ ._....._.....

NoteS

Note4.. .............
Note 5

Note6.................

Column*
punched

58
50

60-61
62-63
64-65

66
67

68-69

70

71
72

74-75

76-77
78
79
80

Typa
wbeeU

interpreted

16 L
17 L

19-20 L
22-23 L
25-26 L

28 L
29 L

34 L

36 L
37 L

55 56 L
57 L
58L
601

NOTES

1. Column S8 (yet^l will be ov-rpuncritd with a I.-ion. punch to indicate the individual will fire lor familiarization onlv.
2 Column 67 (year! w i l l be overpunched with a I2-ione punch t" Jndical" the individual U scheduled (or an evaluation lyjx; examination.
3. Date o! rupiration for ofrx^em tin ac t ive du ty for an indefinite period will be punched with two 12-xone punches. Theae column* will he blank (or R/

officer-.
4. Column 74 L» ref-rvcd for u<* in computing the number of au-penae action, maturing each month. Columns 00-65 and 75 are reserved for local uae
5. The prc-"e«injt cod* will be the code reflected in the organitation card. The proceMirtH codr is • 4-dijtit code u»od to identify the parent unit, -ubuntt

cotnpo_iw team and analy.t.
6. A three (3) will br punched in column 80 to identify the card number. In addition column 60 will contain a control "X" (1 l-ion<0 punch.

(b) The Personnel Suspense Card (DA Form
2470) for enlisted personnel will be
punched, interpreted and maintained by

the Machine Processing Unit as illus-
trated in table 8-VII.

Table 8-VI}. The Personnel Suspense Card (DA Form t4?0)

(For Knlisted Personnel)

No.

1
?
3

4

Element* of data

Deacriptton

Service number. ................_....._._......__.........._._

Grade:
Alpha designation..... ................ ........ ....
Code.. ................................................

Armed Forces Reserve Medal:
Month ...-.......-.-................................__.
Year.. _ . . . . ._ .„ .„ ._ . . . „ . .___ . . . ._ ._ . . . . .___ . . . . . ._ ._ . .

Reference

AH 330-330. . . . _ _ . _ . . . _
AH 330-330... .. _ ._ . . . .

Column*
punched

1-10
11-28

7O-71
*"['>

1̂

£4

Type
wheel*

Interpreted

9O-OQ

1-18

7 1 -'11

34

36
37

8-45

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil
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Table 8-Vff The Personnel Suspense Card (DA Form _f^70)—Continued

(For Fnlistcd Personnel)

No.

5

6

7

S

9

10

11

12

13

14

15

16

17

18

19
20
21
22

23

24

25

Element! of data

Deacription

Non-CONUS resident— ETS date (90 day* prior to KTS)__. _ _ . _ _ . . _
Month. . . . . . . . . . . - . . _ . . _ - - - - - - - - - - - - . . - - - - - - - - - - - - -
Year.... . . _ . . _ . _ _ _ _ _ _ _ _ _ . . . . . . . . . . _ . . . _ - _ - - - _ - _ . _ . _ - _ _ _

Qualification in arms:
Month...... _ _ _ _ _ _ _ _ . _ _ _ _ . . _ _ _ _ . _ _ _ _ . _ . . . . _ . . _ _ _ _ _ . . _ . _
Year

Adjust foreign service availability code:
! Month...... . . . . _ _ _ . _ _ . _ _ . _ . _ _ _ _ _ . . . . _ . _ . _ . _ . _ _ . _ _ _ _ _ _

Completion of on-the-job training:
Month. . . ....................... . ............

Good Conduct Medal:
Month. ........................ . ..................
Year. ......... . ........................................

Identification card:
Month. ........................ ... ............
Year . ... . ..........

Federal Housing Administration:
Month. ..... . ..................... ................

17^ years Federal service:
Month .......... ................... .............
Year................................ . .. . ............

29 years active duty:
Month. .................................... . ...........
Year. ....... . . ....................... . . . ...........

Mandatory retirement:
Month ........ .................... . . ..............
Year........ . .................. ............

Eligible for appointment:
Month.. .... - - - - . - - - . - - . _ . - . . . - - . - . . . . . . . .............
Year....... . . ................. . ...........

Smallpox:
Month ...................................................
Year..... ... . .................. . ...........

Typhoid:
Month ...................................................
Year. ....................................................

Tetanus:
Month. ... . ..................... . . . .............
Year. ..................................................

A. ..........................................................
B............. ...........................................
C.. ....... .................... ...........
Medical examination:. ................... . ...........

Month .... ..................... ...............
Year.............................. .... .................

DA Form 26:
Month ...................................................
Year............. .......................................

DA Forms 20 and 41:
Month...... ...................... . . ................

Date of expiration of enlistment of service: . . . . . . . . ...........
Month.. . . . . . ................. . .............
Year... . ................. . ..............

See notes u end oi tatiie.

Reference

Note 1

Note 2 _ . _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

Note 6.................
Note 6.......... ......
Note6.... .............
Note 3

Note 4

Column*
punched

35
36

37
38

39

40

41
42

43
44

45

46
47

48
49

50
51

52
53

54
55

56
57

58
59

60-61
62-63
64-65

60
67

68
69

70

71
72

Type
whe«lB

interpreted

39
40

42
43

45

47

49
50

52
53

55

57
58

1 L
2 L

4 L
5L

7 L
8L

10 L
11 L

13 L
14 L

16 L
17 L

19-20 L
22-23 I,
25-26 L

28 L
29 L

31 I,
32 L

34 L

36 L
37 L

8-46

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil
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Pencil



AR 600-16

Table 8-VII. The Personnel Suspense Card (DA Form S4~0)— Continued

(For Enlisted Pereonnel}

No.

26

W
W

W

Lie meats of data

Description

Adjust BPED:
Month ...,.----....... ........................... ....

Blank...................... .......................
Processing code:. ............. ........................ ....

Parent unit. .............. ...................
Suhunit. . . . . . . . - - - - - - . . ................... ...
Analyst and composite tram .... ................... . ....

Card number ............... ........................

Reference

NoteS..............
Note 6. ...........
Note?

Note 8. . . . . . . . . . . .

Columni
punched

73
74-75

76-77
78
79
80

Type
wheel*

interpreted

391

56-55 I
57 1
58
601

NOTES

1 The month and year 00 days prior to KTS in reflected in this field, if the individual in a ntm-CONUS resident. H a tUte is reflected in this field then
a rnadrnt code mint be indicated in column 61 ol DA Form 2469.

2. Column 38 (year) will be.overpunched with a 12-ionc punch to indicate the individual will fire for faniiliariiatinn only.
3. Column 67 (year) will be overpunr.hed with a high (12) punch to indicate the individual is scheduled for an evaluation t>ix> examination.
4. Kip i rat ion date of an indefinite en liniment will IK: punched with two i2-r<mc punches.
5. Thr month of tbe basic pay entry date (cnl 72- -DA Form 2469) will lie punched whon an adjustment to BPHD is tvcheduled.
6 Column 74 ia reaerved for u»c in computing Lh- number of suspense actiorw mat ur ine each month. Columns GO tS5 Mid 75 are reserved for local UHC.
7. Thr [irorojtsine code »'ill t>c the rod' reflected in the organization card. The PI-IX-P^MMR code is a 4-digii code i:M.-d to identity parent unit , nubunit.

analyst and composite team.
8 A three (3) will be punched in column 80 to ident i ty the card. In addition t-utumn 8.1 will contain a control I I-ionc punch

6. To establish and maintain the controls neces-
sary for updating the Personnel Records Punched
Card File, certain other punched card files are
required. These include-

(1) Morning Report Strength, Control File.
This file is reproduced daily from the
organization file in the format shown in

table 8-VIII. Tfie.se cards are used in the
procedure for processing changes reported
on the morning report. Morning Report
Strength Control Cards (DA Form 2625)
will be punched and interpreted in the
Machine Processing Unit as illustrated in
tab_e 8-VIII.

Table 8 V I I I . Morning Report Strenyth Control Cards (DA Form 26S5)

No.

I

•>

3

4

He roe nt« of data

Dencription

Unit:....... _...._....... . . ._._. . . . . . . . .__. . . . . . . ....
Number. .............. . ......_....,...._................
Branch....... ........ ....................... . ......
*T>vrv*

Morning report date:. ..... .......................... ......
Day................ ....................... .... .
Month.. _ . _ - _ _ . _ . _ . _ . --.. _ . . . . _ . _ . . . . _ _ _ _ _ . _ . . . ...
Year.............. ....................... .... ..

Assigned strength. . .... ........ ................... .........
Officers. _ _ - _ - _ - - - . . ........ ................... ....... ..
WeuT^ot officers. ....... ................... ^ . .... . . . .
Enlisted......--. .-... . . ...-..-........._........ ....

Attached strength ..... .... . .................. ...

Reference

Note 1

Note 2

NoteS

Note 3 ........

Col urn na
punched

1-4
5-6
7-22

23-24
25-26
27-28

29-31
32-33
34-36
37-38

T».yp?wtwela
interpreted

1-4
5-C
7-22

23-24
25-26
27-28

20-31
33-34
3G-38
40-11

Sec note* at end of table.
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Table 8-VIII. Morning Keport Strength Control Cards (DA Form f6S6)—Continued

No.

5

6
7

Ueroentt of data

DeacripUon

Absent strength:. ._........ ............ ........ . ......
a. Officers:

TDY.. . . . . ....... ......... ........ .....
In transit. ......... ........... ...................
Sick... ..................... ............. - - - - - -
Arrest/con. ..................... ............. .....
Leave... ...................... ........... ......
AWOL ...................... . . . . . . . . . . . . . . . . . .
\f i*minf*

b. Warrant officers:
TDY.... . ........ ............ ........ ......
Jn transit.. .......... ........... ........ ......
Sick... . ........ . . . . . . . . . . . . . . . . . . . . . . ......
Arreat/ronf ........ ............ .. . . . . . . ......
Leave. . - - - - - . . „ . . . . - . . - . . . . . . . . - . , . - - - - ......
AWOL ......... .............. ........ ......
Missing... ......................... ......... . ......

c. Enlisted:
TDY.. _ . ..................... ........ . ......
ID transit .......... ......... ......... .........
Sick... ......... ........ ...................
Arrest/conf ......... ........ ........ .........
Leave... ......... ......... .....................
AWOL .............. ........................... ......
MiSSlDR. .................................................

Subunit code .................................................
T*r/if*A_uiinff (Vwif*'

Parent unit. ............ ........... . . . ..... ......
Subunit .......... ........ ........ .......
Analyst and composite team ........ . . . . . . . . ......

Re f* re nee

Note 3

Note -1. ....... ....

AR 330-330...

Column*
punched

39-40
41-42
43 44

45
46-17

48
49

50
51
52
.-.:.

M-SS
56
57

58-59
60-61
62-63
64-65
G6-67
08 69
7() 71
"4-75

76-77
78
79

Type
wheel •

interpreted

1-2 I,
4-5 I.
7 8 L

10 L
12-13 L

15 1,
17 L

19 L
21 1.
23 L
25 1.

27-28 L
30 L
32 L

34-35
37- 38
40-41
43-44
46-47
49- 50
52-53
55-56

57-58
59
fiO

NOTES

1. Ttteae etan.ats of data are reproduce from tbe organization Hit.
2. This field i* fan(-punched with the appropriate date.
3. Theae fie Ida are punched according to tbo totals potted daily from the morning report to the card,
4. A control 11-ione punch ia placed in column 60.

(2) Daily Strength Summary Cards will be
punched, interpreted and maintained in

the Machine Processing unit as illustrated
in table 8-IX.

Table 8-IX. Daily Strength Summary Card File

No.

1

2

Element* of data
D* ic option

Morning report date:
Day. _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ . _ _ . . . . . . . - - . - - - - - - - - . - - . . . _
Month................. .....__..............-----.-,.....
Year. . _

Morning report strength:
Gsmmiwionf'd officers. . ..... . . . . . . . .
Warrant officere. ...... ... _ _ . _ _ . . _ . _ _ . , . _ _ . _ _ . _ . . _ . _ . . . _ . _ _
Enlisted...... _..__.........._...... _ _ . _ _ _ . . . . . . . . , . . . _ .

Reference
Column*
puDcbed

23-24
25-26
27-28

29-31
32-33
34-36

Tyi*
wheel*

interpreted

23-24
25-26
27-28

30-32
34-35
37-39

8-48
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Table 8-JX. Daily Strength Summary Card Fife—Continued

No.
Devmp-km

Reference
Column*
puncbwd

Type
wheeli

Attached morning report strength.
Personnel file strength:

CommiwioDed officers.......
Warrant officers.............
Enlisted...................
Toial.....................

Processing code.
Parent unit. ......~.. ......
Subunit- ...._._...._.._...
Analyst and composite team.

Note I

37-38

39-41
42-43
44-46
47-50

76-77
78
79

41-42

30-32 L
34-35 L
37-39 L
41-44 L

57-58
59
60

NOTE
1. A control "X" (11) is punched in column 78.

(3) Type Transaction Master Card File. Type
transaction eards are prepared for each
transaction code and indicates whether or
not the code is authorized for officer or
enlisted personnel. These cards are used

for the preparation of the Daily Type
Transaction Control Tabulation. Type
Transaction Master Cards are maintained
by the Machine Processing unit as illus-
trated in table 8-X.

Table 8-X. Typr Transaction Master Card File

No.
Element- of data

Description
Reference

Column"
punched

Type
wh«ei»

interpreted

1 Transactions to be reflected in—
a. Personnel Data File:

Officers:
Yes or No........._........____.^.................... ........................ 1-3 1-3

1 Enlisted;
YesorNo........................................-.-.!..,,...-....,.......--..1 &-10 8-10

b. Personnel Qualifications File: -
Officers:

Yee or No.......................^.................... ........................ 15-17 15-17
Enlisted:

Yes or No.......................___... . . . . . . _ , . . . . . . . i . _ . . _ . . _ . . _ _ . _ _ _ _ _ _ . - - . - i 22-24 22-24
c. Personnel Suspense File:

Officers:
YesorNo .......... . ............ .......... ............ ............... 29-31 29-31

Enlistod:
YesorNo.. . . . . . . . . . . . ........... .......... ........................... 36-38 36-38

d. Alphabetical File: I j '
Officers: I

YesorNo............. . , . . _ . _ _ , . . . _ ........................................ 43-15 43-45
Enlisted:

YesorNo.. . . . . . . . . . . . .......... . ......... .............. ...,.._........ 50-52 50-52
e. Type Transaction Code......... ......... .. ................ Note 1................. 64-66 j 58-60
f. Not Present for Duty File: '

Officers:
YesorNo ......................... . . . . . . . _ . . . _ _ _ . _ . . . _ . . . . . . . _ . _ , . . . . . . . . . . . 67-69 1-3 L

Enlisted:
YesorNo.. . . . . . . . . . ............ ............ . .......... ................ 74-76 8-10 L

I

NOTE
I. A control II-tone punch it placed in column 80.

8-49
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(4) Jntra Division Transfer Notice Control
File. This file contains DA Forms 2468,
2469, and 2470 for personnel on which a
corresponding loss or gain has not been
reported.

(5) Alphabetical File. This file contains DA
Forms 2468 for all assigned and attached
personnel and is maintained in alphabetical
sequence by surname (10 positions).

(6) Not Present for Duty Fik. This file contains
Personnel Data Cards (DA Form 2468) for
personnel who are not present for duty.
When individuals are returned to duty
these cards are selected and tho total
number of man-days lost recorded therein.
These cards art1 used to prepare reports for
the division commander and for immediate

reference. They may be u»ed also for
auditing the Military Leave Record (DA
Form 481) at tho end of each fiscal year,

c. Other punched card files include:
(1) Organization Card File. The organizational

data reflected in this file is in coded and
abbreviated form because of the limitation
imposed by the capacity of the punched
card. This file contains a card for each
subunit and parent unit within the com-
mand jurisdiction of the division head-
quarters. These cards are updated by
means of changes reflected in genera)
orders. Organization cards subunit and
parent unit will be punched, interpreted
and maintained in the Machine Processing
Unit as illustrated in table 8-XI.

Table 8-XI. Organization Card File

No.

^

2
3
4

» ^*7

8
9

QemeDta ol (Uu

De»eription

M* Identification Code _____________
Number........ .............._-..........-.-._....... .
Branch. . . . _ . _ . .-.-.. .-. .--_-... . . . . ......-.....-.-
TVivp

Station name. .......................... . . . ._.._-..-. , . . . .
Location ................................ ..................
Station code.. ..,. ..--.....-.---......... .................
Subunit designation.. . . . . ............... .................. . — _ . . . . . .....

Rclertnc*

AR 18-50 —— ——
AR 330-361.. ..........
AR 330-361... . ....
AR 330-356... .....
AR 330-356. . . . ....
AR 330-356... ....
AR33ft~357_

Table of organization:

Subnumber. ............................ ............
Suffix........... ...... .............................. .....
Year.............. ....,_._._..... ........__.._.......

Subunit code. ......... .-.-.-. .__.. . . , . . . - - . . ._ . ._. . . ._ . . - . . . . .
Prowwing rode;

Parent unit. .......................................... ...
Subunit. _ . - - . . - . . - - - - - . . . . . . . . - . - - . - - . . . . - - - - . . . . - - - . ....
Analyst and composite team. ._ .__ . . - . - . . . . . . - - - - . . . - - . . . - . - .

Note I...... ..........

AR 330-330.. .....
Note 2

Column,
punched

57-62
1-4
5-6

7-21
22-30
31-33
34-38
39-50

66-67
68-70

71
72-73
74-75

"-ft-i ~***<o-< i '
78
79

Typo
wheel,

interpreted

55-60U
1-4
6-7

9-23
25-32
34-36
38-42
9-20L

41-42 L
44-46 L

48 L
5O-5J L
53-54 L

55-56 L
57 L
SSL

NOTES
1. A control "X" (11) will b* punched in column 70.
2. A proccnoiic code in uoignrd to each parent unit «nd nuhumt. This code identifies the parent unit, eubunit. analyst and com point* team and is re-

flected in all punched card file* requiring organi-ation identification By uiing thoi abbreviated code tor oreaniration , other card column* which would
Otherwiae be used for organiiationaJ flat* are made available for imrsonnel data. Wbcn i t IR neceuary to indicau- organizational data in a rrport. this code
provides a mRana of briogiac togrthfr tLc organitational file winch cont&ind tbe organiiation deftiRnation and proreMinR code with any oilier fill- conLaininc

de. The code u AaaJgnpd JocaJJy but will be BO arrajjjted e* to provide ipacc (or e»pan«ion and to permit alignment of apecific unim to certain
amtlyaU. Tbe following eiaiiiple* are provided to aatiat in eat&bliibung a pruceuinft code:

a. The first 2 dibits (from left to rifilit) will identify the parent unit of ihoM units assigned or attached to thf diviAion.

EXAMPLE
01 would identify the let Infantry Battalion
02 would identify tbe 345 Artillery Battalion
03 would identify the 501 Infantry Battalion

t. The third potation from the left would identify the aubuni t and would b«-numb,nv] 1 through . Bt-rt ing »J th HQ. This column would be punched
ro if there an- no tubuoiu.
c. The fourth poailion (unitfl poaitioQ) wil l b« coded tu identify the PSD composite warn And the MPt* analyst.
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NOTES—Continued

EXAMPLE
Team code Units which compote the team
1_,_......._..__-..-__.- Div Hq and Hq Co, Support Cmd, Band, Supply and Trans. Bn. Maint Bn., Med. Bn., Admin Co.
2............--.-.-.---.-.-..-.-.. M.P. Co., Aviation Bn., Sig. Bn. Eng. Bn.
3................................. 3 Brig. HqsCo., 2 Inf. Ens.
4....--..-.-...-...-.-..--.-...--. 3 Inf. Bna.
5__.,-_-.-._.....--.-..-...._..... 3 Inf. Bna.
6__._.._-...-...-........-..._.--. Recon. Squad, 2 Tank Bns.
7_,.._..._...................... Div Artillery
Analyst code Team* proceited by the analytt
"12" punch_ . - - - - - - - -_ . - - - - - - ._ - - - . , - - - - - - - - - - - - - - - - - - . . - - - - - - - - - - - - - - - - - - - - Composite team— 1 and 2
"11" punch- . - - , - - - -_--- - - - - - - - - - . - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - Compoaite team—3. 4
"0" (numeric) punch- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - Composite team—5

(2) Locator cards. These may be prepared as
a byproduct of each up-dating cycle. The
elements of data included in this card may
be altered to meet the requirement of each
division. Locator cards may be prepared

by the Machine Processing Unit, when
required, as illustrated in table 8-XII or
in the form (unpunched) indicated in figure
8-25.

Table 8-XII. Locator Cards

No.

1
?,
3

4

5
fi
7

8

Elements of data

Description

nJftTYl^

Service number,, _ . _ _ _ _ _ - - - - _ _ _ _ _ _ _ _ _ _ _ _ - _ _ - _ _ _ _ _ _ - . - - - - - - - - -
Grade:

Alpha designation ...._........................--..---.----
Code... _ _ _ _ _ . _ _ _ _ _ _ - - - - - - _ - - - - - - - - - - - - - - - - . . - - - - - - - - - - - -

Unit:
Number _ _ _ _ _ - _ _ . _ „ _ _ _ _ _ _ _ _ _ _ _ _ - _ _ _ _ _ _ _ _ _ _ _ . . - - - - - - - - - - - -
Branch __ - _ _ _ . _ _ _ _ „ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ - - _ . _ . . _ . _ , - - - - - - - - - - - -
TvTH»

Station name. _ _ _ , _ . . _ , - , - - _ - . _ _ - - - - - - - - - - - - - . ,-__-._. . . .--
Location... . _ _ _ _ . _ _ _ _ . _ _ _ _ _ _ . _ - - , - , - _ . _ - _ . _ .-...-----...
Station code . _ _ _ _ _ _ _ _ _ _ _ _ ._ . . -_ . ._ . _ . . „ _ _ _ _ _ _ _ _ _ . . - . . _

Transaction code ( 1st digit)- _ _ . - _ _ _ . _ _ . . _ _ - _ _ _ . . _ . _ „ - . _ . - . . _ - - - .

Reierence

AR 330-250. - - - - - - - - --
AR330-2SO... — - — -

AR 330-361-----------

AR 330-356------------
AR 330-356------------
AR 330-356------------
AR 330-357

Columns
punched

1-18
19-28

29-31
32

33-36
37-38
39-53
54-62
63-65
66-70

80

Type
wheels

interpreted

1-18
20-29

31-33
34

36-39
41-42
44-58
36-44 L
46-48 L

8-12 L

60 L

•"'•"11

\

I

f

= 1
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Figure 8-25.
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(3) Authorized Strength File. A card for each
line and a separate card foro.ich purugraph
for eacli TOt) authorized in H division is
contained in this file. The file is used for
the preparation of reports containing

authorized strength. Authorized strength
curds will be punched, interpreted and
mniiitainrd in the Machine Prcj
Unit as illustrated in table S-XIII.

Taliie S - X I I I . Authorized Strength f-'ile

No.

1

?
3
4

5
6
7
8

9

Elements of da'.a

J)r«rrij>lion

TOE:
Paragraph designation or position designation . .... ...........
Identity cod** ................ .......... .......... ......
Branch ........................... ...... .... ............
Grade:

Alpha designation . .. ........... .......... ..........
Code ....... .... .......... .......... ..........

Total strength. ............... ..... ........... .... ......
MOS ...................... ............ ......... ......
Blank ........... . ........ ... .......... .....
TOE-Indcx:

Paragraph number. . ... ......... .......... . ......... .
Line number... ............... ........ . .........

Processing code:
Parent unit. . . .... ... .. . . . . . . . . . . . .
Subunit-,... ... .......... ... ............ .....
Analyst and composite tftam . . . . . . . ................ . . . . . . .

1 Reference

Nnt« I. . . . . . .. . . . . . . .
AK330-:.;«). _ . _ . . . . _ _ .

Note 2... . . . . . . . . .

Column*
l>uuchcd

1-18
19

20-21

29-31
3'2

33-35
43-47
4S-60

70-71
72-73

78
79

Tyi*
wlic«l t

inlerprrted

1-1S
20

22-23

31 33
34

3(i- 38
4U-53

40 47 L
49 50 L

5.V5G
57
58

NOTES

1. A separate card ia punched to identify e»cb paragraph heading. Thi* card contain.- the pror-siinf (.'ode (coU 76-79) in addition to llir information
indicated in the TOE.

2. Columni 48 throush 69 will b. blar.k ncept »n "X" (11) eon.rol will be punched in column 67.

(4) Authorized MOS Master Card File. This
file contains a card for each MOS code and
title authorized for officers, warrant officers
and enlisted personnel by appropriate

regulations. Authorized MOS master cards
will be punched, interpreted and main-
tained in the Machine Processing Uni t as
illustrated in table 8-XIV.

Table 8-XIV. Authorized MOS Master Card File

No.

1

2

Qen_enU of d»U

Description

MOS:
Title.... , . , _ ._ ._ . . _ . . . . . . _ . . . _ ._____ .„ . . . _ . . . . __ . . . . . __ .

MOS:
Code.. ...................................................

Reference

AR 611-101. . . _ - . _ , _ _ _ _
AR 611-112
AR 61 1-201

AR 611-101. ...........
AR 611-112
AR 611-201

Column*
punched

i 4n

34-38

Type
wheel*

interpreted

i-*n

56-60
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Table 8-XIV. Authorized MOS Matter Card File—Continued

No.
E-enwnU ot d«U

Description

Grades authorized:.. . - _ _ _ . - - . _ . . _ - - - _ _ _ _ . . _ _ _ . _ . . _ _ _ - . _ _ _ _ _ _ _ _
E-9... - . - - - . . . . - . - - - - - - , - . . _ - - - - -_ - - - - - - - - - - - - - - . - . - - - . - _
E-8..- — - . - . - - - - - . - _ - . - . _ _ - - _ — -_- — - — --.— .....
E-7. _ - - - - - . _ . - - - , - . . . _ . - . , . _ . . . _ _ . _ . _ _ _ - - . . . _ - - . . _ . . - _ _ _ _
E-6.. . - - - . - - - . - . -_ . . _ . - . . . _ . . . „_ . . . . . . __ .__ - - - . _ . - - - . _ .
E-5.--.-~. - - - - - - ._ ._- - - ._ . - - - - - . - - - - - - - - - - - - - -_ . - .---
E~t... ..................................................
K-Z. .............. .............. .........................
E-2.. ...................................................

lUferaaee

Note 1

Column*
puaebed

46
47
48
49
50
51
52
53

JL"?wt*_U
ibterprettd

NOTE

I. An "X" (11) punch in the designated cofuoio. indie* t*« that particular mde if not tutboriwd for that MOS.

d. Supporting Document Files. In addition to the
punched card files, the following files will be main-
tained in the Machine Processing Unit:

(1) Morning Report File.
(2) Job Work Folder File.
(3) Recurring Reports File.

(4) Nonrecurring Reports File.

(5) Army Regulations and Other Directives
Pertaining to Machine Processing Unit
Operations.

(6) Personnel and Machine Utilization File.

Section VI. ROUTINE ORDERS

4>

8-28. General. This section provides the nec-
essary instructions to prepare routine orders by
mechanical methods. AR 310-10 prescriU's proce-
dures to accomplish the preparation, development,
reproduction, and distribution of routine orders.
Appendixes 1 and I I , thereto, outline the standard
formats to be used and how to construct new stand-
ard formats. With regard to the use of automatic
writing equipment, attention is directed to the
provisions of AR 380-46.

n. The function of preparing routine orders
mechanically is the responsibility of the Administra-
tive Machine Branch and includes mechanically
preparing routine orders; maintaining the routine
order format file; and maintaining automatic type-
writing equipment.

b. Administrative Machine Branch personnel con-
cerned with the preparation of routine orders must
be thoroughly familiar with the provisions of AR
310-10 and these instructions.

8-29. Scope. Routine orders as used in these
instructions include special codes and letter codes.
Requests for routine orders initiated by staff sections

of unit commanders are forwarded through appro-
priate channels to the Personnel Service Division
(Records Branch) where they are approved, neces-
sary data is entered, and they are submitted to the
Administrative Machine Branch for processing. To
initiate the preparation of routine orders the "Re-
quest for Orders" worksheet is received by the.
Machine Processing Unit from the office Services
Unit. The MPU through the use of punched paper
tape and edge punched card formats will emit
automatically, repetitive data pertaining to the
routine order from the punched paper tai>e type-
writer.

8-30. Forms required, n. Request for Orders
(DA Form 2446-R) (to be reproduced locally).

b. Orders Control Sheet (to be reproduced locally).
c. Routine Order Format Cards (to be prepared by

MPU).

8-31. Procedures. The Request for Orders
worksheet, received in the MPU must reflect the
order and paragraph numlwr and also state any
special instructions pertaining to the routine order.
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a. Control clerk. Upon receipt of the Request for
Orders, the control clerk should enter on the Orders
Control Sheet (fig. 7-5.1) opposite the corresponding
paragraph number as shown on the request, the
time the request was received and to which clerk-
typist the Request for Orders way assigned. The
control clerk then hand-carries the Request for
Orders to the assigned clerk-typist-

b. Clerk-typist. The clerk-typist who is to prepare
the mimeograph stencil initials the Request for
Orders, then performs the following steps in sequence:

(1; Inserts a blank mimeograph strnril in the
punched paper tape typewriter.

(2) Selects from the Routine Order Format
Card File the Routine Order Forma;
Heading Card, that will produce the
desired heading and inserts it in the tape
readers of the punched paper tape machine.

(3) Depresses the "Start Read" switch to
automatically type the routine order head-
ing format. Removes the Routine Heading
Format Card from the tape reader and
refiles.

(4) Selects from the Routine Order Format
File the Routine Order Transaction Code
Format Card that corresponds to the
transaction code shown on the Request for
Orders and inserts it into the tape reader
of the punched paper tape type-writer .

(5) Depresses t he "S tart Read'' swi t ch to
automatically type the standard paragraph,
manually types the routine order paragraph
number from the Request for Orders, then
depresses the "Start Read" switch again
fo complete typing the standard paragraph

(6) Manually types tho Standard Xame Line
as shown on' the Request for Orders,

(7) Depresses the "Start Read" .switch to
automatically type the "Constant" in-
formation "Lead Lines" and manually
types the "Variable" response to the "Lead
Lines" shou-n on the Request for Orders
opposite the corresponding "Ix»ad Lines."

(8) \otes and complies with any special
insirurtions shown on the Request for
Orders.

(9; Removes the Routine Order Transaction
Code Formal Card from the tape reader
and refiles.

(10) Selects from the Routine Order Format
File the appropriate Authentication and
Distribution Scheme Routine Order For-
mat Card and inserts it into the tape
reader of the punched paper tape type-
writers.

(11) Depresses the "Start Read" switch to
automatically type the routine order au-
thentication and distribution scheme. The
local distribution scheme will be manually
typed as shown on the Request for Orders.

(12) Removes the routine order Authentication
uud Distribution Scheme Format Card
from the tape reader and refiles.

(13) Removes the completed mimeograph sten-
cil extract order from the punched paper
tape typewriter.

(14) The clerk-typist proofreads the mimeo-
graph stetiril agam.st the Request for
Orders. In case of errors the clerk-typist
makes the necessary corrections, paper-
clips the mimeograph stencil behind the
initialed Request for Orders, then hand-
carries to the control clerk in the OSU _.

c. Control clerk.
(1) Verifies the mimeograph stencil against the

Request- for Orders to insure completeness
On the Orders Control Sheet opposite the
corresponding paragraph number, logs the
time the Request for Orders is completed.
The control clerk insures that all Requests
for Orders are properly initialed and that
every mimeograph stone*!! has a matching
Request for Orders. He will then hand-
carry the completed order to the adminis-
trative specialist of the Office Services
Unit (OSU).

(2) At the close of the work day, the control
clerk of the MPU and the administrative
specialist of the OSU should reconcile their
respective Orders Control Sheets to insure
that all Requests for Orders and mimeo-
graph stencils are accounted for.

(:*) The old Orders Control Sheet is filed in
the completed routine order file established
for this purpose. A new Orders Control
Sheet is then prepared and placed in a
folder for the next day.
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Section VII. MANAGEMENT CONTROLS

8-32. Purpose. The following management con-
trols should be established to provide a means of
achieving the most effective, efficient and economical
utilization of punched card machines and personnel.
The guidance furnished in this section will provide
all the data necessary to prepare the Personnel and
Machine Utilization Report (MPU Control N'umber
650) which is used to prepare the PCM Inventory
Utilization and Computation of Rentals required by
AR 700-7420-1. Periodically this headquarters will
issue separate guidance in the form of a letter
covering the format and disposition of copies of the
Monthly Machine Rental and Utilization Reports
required by AR 700-7420-1. This letter will include
instructions pertaining to reporting discontinuance
and receipt of rental equipment.

8-33. Control numbers. Control numbers should
be assigned to each function performed in the
Machine Processing Unit. Numbers should also
be assigned to account for time of a nonproductive
nature (e.g., training, leave, rest periods, etc.).
These control numbers are listed in paragraph 8-41
dealing with the preparation of the utilization record.

8-34. Job work folder. A job work folder should
be maintained lor each report. The folder should
contain a copy of the work order, a sample report,
procedural flow charts with narrative supplement to
include time and volume factors, controls to be used
to insure accuracy, disposition of cards and reports,
control panel diagrams, machine setup instructions,
test decks and card form layouts.

8-35. Daily Utilization Record, a. Daily Uti l iza-
tion Record (DA Form 2477) has been designed to
record both personnel and machine time for each indi-
vidual assigned or attached to the Machine Process-
ing Unit. The form is readily convertible to punched
cards for ease in preparing personnel and machine
utilization reports. Instructions for the preparation
of the utilization record are included in paragraph
8-40. These instructions should be distributed to
all newly assigned personnel by the Administrative
Machine Branch at the same time personnel number^
arc assigned. The personnel numbers should be
assigned from a block of numbers allotted for appro-
priate letters of the alphabet according to the last
name of the individual.

b. The shift supervisor should assure that Utiliza-
tion Records are prepared correctly for all personnel

assigned to his shift. This should include an audit
to insure that each individual has properly accounted
for all machine and personnel time.

8-36. Document Control Records, Document
Control Records should be maintained for all in-
coming documents used to effect a change to a
punched card file. An example of a document con-
trol record is the Morning Report Control Register
indicating organization, date of the morning report,
and time and date received.

*8-37. Batch control. Butch Control Cards
(DA Form 2750) will be used to facili tate the
processing of documents throughout the Machine
Processing U n i t . F<>rm will he requisitioned
through normal AO publications supply chan-
nels. Sample of the Butch Control Card is at
figure 8-1.9.

8-38. Schedule of operations. A schedule, of
operations showing available and scheduled time
for each report or function for personnel and
machines should be prepared for each month,
during the preceding month. The time and volume
figures indicated on the procedural flow charts will
serve as a basis for estimating scheduled time. As
experience is gained, the scheduled time may be
adjusted.

8-39. Work order. DA Form 2751-R (Work
Order) is prepared for each recurring and non-
recurring report. The hasic information for the
work order is obtained from the job request sub-
mitted by the requesting agency. (Section II of
this chapter contains the procedure for preparing
Job Requests.) The Work Order should be placed
in the Job Work Folder for recurring reports and
should accompany the job throughout each step of
the procedure. Work Orders for nonrecurring
(special one-time) reports should accompany the
report and he filed with the MPU retained copy of
the report. A sample Work Order (DA Form
2751-R) is shown in figure 8-28. Form wili be
locally reproduced on 10]̂  x 8 inch paper.

8-40. Preparation of (he Utilization Record.
a. Accurate recording of personnel and machine
time is necessary to arrive at the operational cost
of each function or report and to provide a sound
basis for scheduling future operations in order to
level off peak workloads wherever possible.
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b. The Utilization Record is required for each
workday. The record must reflect proper time for
each person whether that person is present for
work or not. If a person is absent on leave, pass,
AWOL, sick, training, TDY or for any other
reason this must be recorded.

c. Following is an explanation of the entries to
be made on the Utilization Record. Sample entries
are included in figure 8-27.

NAME: Last and first
DATE: Day and month
SHIFT; Check appropriate block
PERSONNEL NUMBER: Three-digit number

8-41. Control number, a. Assignment of. Enter
the ,S-digit control number assigned to the report
or function being performed. The following control
numbers are established initially, and as new reports
or functions are added other control numbers
should be assigned. Control numbers for non-
recurring reports are indicated on the work order.
Centrol numbrr A'onproductir' time fvnttiont

001...... .. Administrative Overhead -used only when
supervision cannot bo related to a funct ion
or report.

0 1 0 . . . . . . .. Administrative Overhead -.Other;- to he used
by other than supervisory personnel in
reporting time that cannot U: related to a
function or repurt, e.g., cleaning mac-hinea,
sorting panel wires, arranging can! and
paper stock.

020.-.-.. .. Rest Periods—record the time of each rest
period during the day (I) for a.m. (2) for
p.m.

030..--.. .. Training-—used when time, spent in training
is not of a productive nature (i.e., cannot
be charged to »_ specific control number an
time contributed, toward completion of H
/unction or report, such HA on-the-job
training).

040...... .. Absent- sick in quarters or hospital
050....... .. Absent— unauthorized leave.
060.. ...... Absent—authorized leave.
.080.. ...... No Work—used only when the supervisor

has determined there is no work available.
090...... .. No Machine—used, only when aa operation

in delayed and no other step can be com-
pleted because a certain type machine is
not available. The type machine that in
not available may be entered in the columns
headed Work Units.

095... . . . . . . Machine Breakdown and Repair.
100.. .. ... No Power—to be used when work is delayed

as the result of no electrical power-

t\mt funrtiont
200 ... ..... Maintenance of the Pereonnel Record

Punched Card File,
210 ....... . Maintenance of the Authorized Strength File.
220 ...... . Maintenance of the Organization File.
22") .. ...... Month-End Operations.
230.... .. . Maintenance of Alphabetical File.
240 ...... . MaJmenaticeof th(? .Vot Present/or Duty File.
250 . . - . . - . . Preparation of Locator Cards.
260 .. ..... Order Preparation.

Control mimtttr fttfarlt— recurring

300... .. - Personnel Information Roster.
350... ... . Personnel Inventory Report.
400 ...... . Personnel Qualifications Roster.
450.. . -. . Verification nf 11PL" Monthly Personnel

Rosters.
60*)... .. . Personnel Suspense Roster.
650... .. . Pereonm-1 and Machine Uti l izat ion Report
69!) . . . . . . . Military Pay.

Control numltf HepQrt*— nonrttvrnng

1W .. .. P u n c h e d Card Convers ion — P e r s o n n e l
Records.

701 ... .. . Punched Card Conversion -Military P«y.
99!)

b. Operation Code. Operation code is entered
for manual type operations only. The operation
code for machine time is identified by the machine
type (e.g.. sorting—083, key punching—02H, etc.).
Following is a list of operation codes most commonly
used. Select and use the one most appropriate.

02—Auditing
0-1—Bursting, Deleaving, Assembling
06—Cleaning
08—Coding
09—Posting
10—Controlling
12—Compiling Statistics
14—Drafting Correspondence
10—Filing
18—Instruction
20—Liaison
22 — Locator Service
24—Messenger
26—Procedures
28—Research
30—Selecting
32—Sorting
34— Supervision—Chargeable to function
30—Typing
38—Verifying
40 —Wiring Control Panels
42—Multilith or Mimeograph
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i 99—Used with nonproductive time; this code
has been preprinted on the form in those
instances where it will be used.

80—Equipment Repair
82—Preventive Maintenance

c. Personnel time. Time that cannot be charged
to a machine operation is entered on the face of the
Utilization Record. Time that is chargeable to
machines is entered on the reverse. Time is recorded
in military style. Overtime (time in excess of the
normal assigned shift) is circled.

d. Rerun time. Rerun time is charged to the con-
trol number assigned to the report. "RERUN" is
written above the control number. This should
include time required for re-auditing reports. Rerun
time because of machine failure should be identi-
fied apart from other rerun time.

e. Work units. If the work being performed is
measurable, the number of units of work may be
entered in this column. As experience is gained,
standards may be established for the purpose of
performance evaluation.

AR 600-16

/. Card passes. Enter the total number of cards
passed through the machine being used, e.g., if
1,000 cards are sorted on 5 columns enter 5,000.

8-42. Preparation of the Machine Breakdown,
Repair and Inspection Card. An operator initiates
a Machine Breakdown, Repair and Inspection
Card (suggested format, fig. 8-26) at the time it is
determined a machine is not functioning properly.
(This format may be modified to meet local require-
ments.) This condition usually is verified by the
supervisor. The military repairman will enter
Control Number 095 on his Utilization Record (DA
Form 2477) to account for the personnel time re-
quired to repair equipment. Either Operation Code
80 or 82 is used to indicate whether the equipment is
down because of a malfunction or if it is inoperable
because of a scheduled period of preventive mainte-
nance. If it is a period of preventive maintenance,
the military repairman will initiate the Machine
Breakdown, Repair and Inspection Card used to
account for the total time the machine is down. This
information is required in certain reports. The
card is also useful in maintaining the required level
of spare parts.

HA CH IKE
TTK

MACHINE
N.MER

OP. ft -TOR

MCWINE SE»t«L NUMBEK

OAT MONTH TEAR OPERATOR
IN IT UyS_

SUPVR
INITIALS TIME JO*

NUMggR

SJ/0330
HOURS SERVICE

CODE

VEMCOR NOTIFIED CHowr. tf«r. BOntM SERVICE RESTORED (Hex*, «4_r.

NATURE OF TROUBLES AND R E P A I R

Ouarmr run DUMBER

TAUT DESOttmON

IJfjBREAKDO* f_J HO TWUBLE

a I-5PCCTIWI FOUI(0

OPfRATOR TMUBLE

SIGNATURE OF FERSQrfTNOTI FT tNG VENDOR SIGNATURE^)' CUSTOMER QttlHEER

MACHINE B R K D O W N , REP INSPECTION
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UTILIZATION RECORD

NAME

DAr-wo

fl - J)
SHIFT

w tQaO
PEP.S NO.

f*-7)

PERSONNEL TIME

CONTROL.
NUMBER

13- 15

(Sufir) 00 1

A DM OVERHEAD

fO"-r) 010
/1 AOM OVERHEAD

OfO

OB

BEST poro————— m —
BEST PD (3)

oio

TRAINING
040

ABSENT - SICK

OIO

ABSENT -
IIHA1ITH 1 FAVF

0«0
ABSENT-
AUTH LEAVE

070

HO WORK
DVO

HO MACHINE

MACHINE REPAIR

MACHINE REPAIR

NO POWER

OPN
CODE

16- 17

06
**

M

9*

99

»

9»

»S

»»

tl

M

•0

11

TIME

STA«T

22- 25

49530

/y/y

01 OO
ttoo

/3oo
0W$

STOP

26- 29

0^00

/6oo

01*
/V/5T

/330
olte

WORK UNITS

K- 35

DA FORM M77, 1 JUH *3 REPLACES COITION OF 1 OCT «V
WHICH I*O«JOLETC.

DATA PtOCCSMHC EQUIPHCHT

CONTROL
NUMBER

\\~ IB

3oo
^3oo

A 3o
A^o

MACHINE

TV^Z (KO.
1

ta-ao ,8t

0^3 i ri
*«7 ; '
ST7J'

ovf ; 'i
i
l

i
i

i

ii
i
i

i
i
i
i
•

———— i —
iii
i
i
i
ii
i•

V. 1

1
1

1
1

1
1
1

TIME

fTAUT

22- 2S '

09 /S
/o/S"
/6oo

f/^3o

STOP

28- »

/.d/S"

//*o

, /63o

L/?oo

CARD
PASSES

SO- »

•M4M

/ /M

3M
y-f^

Figure 8-£7.
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Assignments:

Request for assignment to duty with ROTC, Reserve Component and National Guard... - - . . - _ _ _ . _ _ _ _ _ _ - . - 3-23
Request for special a s s i g n m e n t s . . . . _ _ _ _ _ _ _ _ _ _ _ _ _ _ . _ _ _ _ _ _ _ . _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ , _ . _ , _ _ „ _ _ . _ _ _ _ _ _ _ _ „ _ _ , _ _ 3-23
Sample letter to unit c o m m a n d e r . _ _ _ _ _ _ , . . _ , _ _ _ _ - . _ _ _ _ _ . . _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ , _ . . „ _ _ _ _ _ _ _ _ _ _ _ , _ _ „ . _ _ _ _ 3-24

Assignments, initial assignment to the division:
Battalion level:

Action on receipt of information on incoming replacements,......................................... 3-26
Assignment of replacements r e p o r t . _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ , _ _ _ . _ _ _ . _ , _ _ „ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 3-26
Priorities for assignment-----.--------.-------...----.-...-..................................... 3-26
Sample assignments of replacements r e p o r t . _ _ - - . . _ - - . - . . , . _ _ . . . . . _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ . . . _ _ . _ _ _ . _ . . , _ _ _ . 3-27

Company level:
Action on receipt of information on incoming p e r s o n n e l - - - - - - - . . . . _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 3-28
Notification of assignments and information furnished to unit commanders..-.--.__..._..__.._...__ 3-30—3-32

Brigades, application to separate b r i g a d e s . _ . . _ . - _ _ _ _ _ _ . _ _ _ _ _ _ _ _ . _ . _ _ _ _ - . , . . _ _ _ . _ _ _ _ _ _ _ _ _ _ . _ . _ . _ . _ . . . 1-7,1-8,2-7,2-8

Classification and .^classification:
Procedure for classifying and reclassifying enlisted personnel. _-..-....................................... 3-1—3-8

Classification and utilization:
Qualitative distribution of p e r s o n n e l . . . . . . . . . _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ . _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ „ _ _ _ 3-2
Responsibility- . _ . _ _ - _ _ - „ _ - _ - - - - - - - _ - - - - - - - - - _ - - - _ - - - - . - - _ - - _ _ _ - _ _ _ _ - _ _ _ , _ . , _ - . . _ _ _ _ _ _ . _ _ _ _ _ _ _ _ _ _ _ 3-1,3-2

Classification Board Proceedings:
Action on receipt of results of classification board proceedings . ._ ._ . . . . .____- .____, . ._ ._ . . . . .________, , 3-11
Action on receipt of reques t - - - - - - - - - - - - - - , - - - - - - - - - , - , - - - - - - - - - - - - . - - - - -_- - - - , - - - - , . ._ , . , . . .________ 3-11
Notification of final action_----.-..-----.,...-.......--........^................................... 3-11
Responsibility of PM specialist when board convenes..-----_--.,.-.-................................... 3-11

Composite teams:
Definition.__...._._-....----------------,---,-...------,-.-.-....---..--.._-..-...-......_____ 1-1
Conduct and Efficiency Ratings:
Receipt and recording--- . . . - . ----- . . . - --------- . ._,--- . . . - . - , -- ._.___--- , - . , - ,_. . .__. . . ._ .________. 6-48

Daily Consolidated Strength Report:
Preparation of...............-.-...^.-....^.^-...........................,........_........,....... 6-50

Deferment from oversea shipment, request f o r . - - - - - - - _ - _ - _ _ - _ _ - - _ - - _ _ - - . _ . - _ _ . _ . _ . , _ , _ _ , _ _ , . , _ _ _ _ . . _ _ . _ _ _ _ 3-57
D e s e r t i o n . . . . . - - , - - - - - _ - - . - - - - - - - - - - - - - - - - - - - - - - - - - , . . , . , . . . . . - . _ - . - - - - - - - - . , . . - _ _ . _ . _ _ - _ _ _ . . . , . _ . . . , . 6-45,6-46
Discharges:

Hardship or d e p e n d e n c y , . . . - - . - . . . - _ - - - . . . _ _ _ _ _ _ _ _ _ _ _ _ _ _ . _ . _ _ _ . . . _ . . _ _ _ _ _ _ _ . _ _ , . . . _ _ _ . _ _ _ _ _ _ , _ . _ _ 4-24
Misconduct-...-...-..-.-.----.....-.......................^............................_..._. 4-26
Unfitness,.-.-...-.-.-.,,-.---.-...-.---------------------------,-..,....--_..,.........._---___-- 4-27,4-28
Unsu i t ab i l i t y - - . _ -_ -_ . . . _ ._ - - . - . - . - - - - - - - - - - - - - - - - - - - - - - - - . - . - - - . - - -__ -__ - - , - - . _ . , - . _ ._ ._ -_ -__ -_ - -_ 4-25
Convenience of the G o v e r n m e n t - , - . - - - - . - _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ , _ _ _ _ _ _ _ _ . _ _ . . . . . _ _ _ _ _ _ _ _ , _ . _ _ . _ _ _ _ _ _ _ _ _ _ _ _ _ 4-29, 4-30
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Educational Level Survey, preparation of.... .... ............................. .......................... 6-56
Efficiency Reports;

Officer, preparation and processing... .. . ....... .. ................................................. 4-1,4-5—4-8
Enlisted Evaluation S'ystem:

Action on receipt of evaluation data cards and MOS test cutoff s c o r e s . - . . . - - . . - , . _ . - . - . - . . . . _ . _ , _ . . _ . _ - . . _ 3-15
Action on receipt of MOS evaluation test aid pamphlets.- -. - - - - - . . . . . . . . . - . - . _ _ . _ . - . - . . _ . _ . , . . . . _ . _ . - . 3-18
Action on receipt of test announcement.....+ ..................... .................................. 3-18
Action on receipt of MOS and test schedule.....---...- . ....-.....-.-..., ...... . - - . . _ , . , - , - . . _ - _ . _ 3-18,3-19
Action when testee will be absent during test period.......-...,. _ . . - . . _ . _ . _ . _ . _ _ . _ _ _ _ _ _ _ _ . , _ , _ . _ _ _ _ . _ _ _ 3-18,3-19
Award and withdrawal of proficiency pay....... ............... ..................................... 3-19
Disposition of completed CER's...................................................................... 3~l8,3-19
Processing request* for testing prior to enlistment/reenlistment (officers only)----------................... 3-19

Enlisted personnel, identification of.. ................ ._..,...............-.................,.,._._...... 6-49
Enlisted Qualification Record (DA Form -fO};

Maintenance.... ._._..,. . . , . ._._.... . . . . . ._.... ._.... , . ._..._._.... . . . . . . . . ,_._-_.._..., ._....___. 6-39
Enlisted Service Record (DA Form 24):

Preparation and maintenance........................................................................ 6-39
Extension of enlistment:

Army National Guard of the United States (ARNGUS) personnel--,.-...... . . ._ . - - . - - - . . , , . , ._ . . . 4-31,4-37,4-38
Current periods...,.. ............................ . ................ ........................... 4-35
USAR enlisted personnel-.,..,... ........_._..-_...... . . . . . . . . . . . . , . , ._._..... . ._.... . . .__....._., 4-36

Extract of Military Records of Previous Convict ions. . . . . . . . . . . . . - ._._. . ._. ,_, . .__. . . . ._._.- . . . . . . . . . . -_._. 6-44

Foreign service, processing requeste for.................................................................... 3-56
Functional teams, definition..------..-----.. . .-. . . . . . . .--,---.. . . . .- ....-._._._...-_.....,.-.-.-.-.,.,. 1-1

Gains and losses, furnishing information concerning to Machine Processing Unit............................... 3-6C

Health Records, (Temp) initiation and Transfer,...._....-.. - - . - . . . . _ . - _ _ . , _ . _ . _ _ _ . , - - - - - . . . . . . . . _ . . . . _ . , . 6--30

Identification Card, application for by Army Personnel..., ............................ ................... 4-42
Identification tags, request for...,--.. ...-...........,.....-,..-.,.-,...-........,.-.---.,.......,...... 6-47
Immunizations, notification and followup..._......-.....,.,...,......-.-.... ............................ 4-47
Inprocewing records:

By inprocessing clerk,....... .-..__.._..._ ......................................................... 6-5,6-6
By records clerk.................................................................................. 6-7,6-8

Insurance, mortgage:
Issuance and termination of Certificate of Eligibility................................................... 4-39

Language aptitude testing:
Processing requests for.............................................................................. 3-17
Action on receipt of test results...................................................................... 3-17

Language proficiency testing:
Action on receipt of test resolta...................................................................... 3-15
Award and withdrawal of linguist special qualification digit and 2-<,igit language code...................... 3-15
Preparation and disposition of DA Form 330.........-.-..........,...,-...,.._.-.-.,......,.....,..,. 3-15

Leave;
Accrued Leave Report...-..-.--.-..-.,...-_--.-...-...--....-...-........_.............._..._....._ 5-11,5-12
Auditing leave records of personnel being s e p a r a t e d , . . , . . _ . . _ . . - . _ . . . , . . _ . _ _ . _ . _ . . . . , . . . . _ . _ _ . _ . _ . . _ . . _ 5-14, 5-15
Auditing leave records of reassigned personnel.,......----.-.-.-..................-.................... 5-14, 5-15
Balancing leave record.........--,-.......,...... . .,-.,.....-..-..,....,........,,..............,. 5-13, 5-14
Computing and posting leave taken in connection with authorized travel.,-,..,....,..,......_.,..,_,__.,. 5-13, 5-14
Correcting errore on the leave record........ ...„...-...._._._....,.. .. ,........._..,.,..._........,. 5-13,5-14
Exceaa l eave . - . , . . . . . . . . - . . . - . - . - - . , . . . . . . . . . . . . . . - - . - . - . - . - . , . . . . . . - . . . . - . . , . . . . , , - , . . . . . , . . . . . . . . 5-12,5-13
.Initiating leave records . . . . . . _ . . . - - - ._ , . - . _ .__ ._ ._ . -_ - . . . . . . _ ._ . ._ ._ . . . . . . _ . . . . . . . . . _ . . ___ . ._ .__„ . . . 5-11
Posting leave from tbe Morning Report.,..,,............,....,......................,.,.....,..._..,, 5-12
Procedure when leave record is filled..........-.-...,....---.-.,..---.,....,........,.......,,....... 5-14, 5-15
Remaking leave record...-.-..-..-...,..-...-...-.-.,...............,.-..........,..,.....,.,...... 5-13,5-14

Levies, CONUS:
Processing of...................................................................................... 3-33
Sample request for nomination of enlisted personnel.,.-.----.-.,.------.-----..---....-.--.....-.-.,.-. 3-34
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Machine Processing Unit:
EAM Work Request, use of. _ . . _ . _ . - . - - - . . , _ . - - . - . . - . . _ - . . - . . . - . - . - . , . _ - _ - _ - . , _ _ _ _ _ _ . . _ _ _ _ _ _ . 8-2,8-16—8-18
Elements and sources of punched card files.. -....-. ................................................... 8-11
Files, Punched Card;

Control files:
Alphabetical file. . . . - ................... .................................................. 8-50
Daily strength summary card file .,,.,. , .................................................. 8-48
Intra-divieion transfer notice control file. ..................................................... 8-50
Morning report strength control card file. . _. . . , . . . . . . . . . . ._ . . . -_. . . . . . ._ . . . . . . ._ ._._. . ._. .... 8-47
Not present for duty file. ............ ........ .-_.-........-.-,...........-.... ........... 8-50
Type transaction master card file.... ...,. ........... .......... ... .......................... 8-49

Other punched card files:
Authorized MOS mauler file. . „ . . . . . . . . . . _ . . . . . . . . . . , . . . . . . . . - - _ - . - . . _ _ . , . . . . _ . . . . . . _ . . . . _ _ . 8-52
Authorized strength file... . _ ....... . _ _ „ _ , _ . _ . ..-.,.,--..-.,., . . . . . _ _ . . . , _ _ . . _ _ . _ . _ . _ . . _ . . _ _ 8-52
locator cards. .. ...., , ......... ....... ....... ............. ....... ........................ 8-51
Organization cart! file. ........ ........ ......... ............................ . ............ 8-50

Personnel Data Card (DA Form 2468)-..... - ....................... ........................... 8-35,8-39
Personnel Qualifications Card (DA Form 2469).... . ........ ........ ........................... 8-41
Pereonnel Records File . . ................... . ........ ......... _ . . . . . . . _ . _ _ _ _ . _ , _ . _ _ . _ _ _ _ . K-,15
Personnel Suspense Card (DA Form 2-170).. . ............ . . - . . .- . .--- . . .- . . . . . . ,- .- . . . . . . .- . . . .- H-44
Supporting document ft lea, ......... ..................... ...................................... 8-53
Updating the punched card personnel records file. ... . --.....,......-.......-.-.-.. ,.-,......... 8-47

Functional awl organization chart ...... ............ ................. ................ .......... 8-4
Initial reporift and services. .................................. ,...,..,,...........-.... ,..._,..... 8-13
Organization, functions and responsibilities. . . . . . . . . . . ...... . ........ .......................... . . 8- 1, 8 -2

Machine Suspense System, operation of. ......... _ _ . . _ , . . . _ . . . _ . . , . _ . . . . . . . . _ . . , _ . , .-.......,...,....., 6-22, G-23
Management:

Application to separate brigade?. ., . ...... ...... . ....... ,..,.... ,..,...... ....... ..,^... ...... 2-8
Communications...... . . ..., . . .... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2-4,2-5
Direction.. ............ ...... . ...... ........ ................................................ 2-1,2-2
Field operations..... . . . . . . . . . . . ...... .................. .................................... 2-7,2-8
Physical layout... ............. ........ . ...... ..................................... 2-5— 2-7, A2-3— A2-6
Plans, policies and procedures.,-. ................. ................................................. 2-1
Training. ....... ................................................. . ............................. 2-3, 2-4

Medical Examinations. '--valuations. ....... .. ..... ........ ........ ...... . .......... .....-..,...-....,, 2-3,2-4
Military Pay Voucher System;

Conversion to punched card . . ...... . ....... ...,..--....,. ....,.....,..,. .. ..,-...-..,.......-.- 5-5
Operation of punched card ......................................... .-..,.... ........ ............. 5-6

Monthly Officer Rosters;
Preparation ... ........ ...................... . ...............-...........,,-.......-.-...-,.-., 6-54

Monthly Personnel Roster (DPI?):
Verification ............ . .... . ............. ................................................... 6-34
Verification of the roster of exceptions... . . . . . . . . . . . . . . . . . . . . . . . . . . . . , . . . - . . . . . . . . . . . . . . - . . . . . . _ . , . , 6-36,6-37

Morning Reports:
Processing..., ...... . ............... ...... .......................... ..,.,..,....-...-..-.--. 6-31
Processing and forwarding to M PU ,-...-., .-,--. . ...... ...,....., .,.......,,.-......-.-..-.,.,,. 6-33

MOS Classification Board Procedure (failure to verify qualification in MOS):
Action on receipt of MOS classification board proceedings. .. ........ ................................... 3-12
Action on receipt of MOS evaluation test scores, ... .......,.....................,--....--.,,....-...-_ 3-12
Board action UP AR 635-209... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ..^....~.~.~... 3-12,3-14
Notification of final action...... .............. , . . . . . . . . . . , . . . . . . .- . .- . . .- .-.-.-. , .---.-, . .- . . .- .-. 3-12
Referral of caaes to MOS classification board. .... . ..,.,.-....,... ...-.,....-.--,-.,.-.--..,,-..,-.-.-. 3-12
Responsibility of PM /Specialist when board convenes.. ..........-....-.....,.-.---,---....,,.---....-. 3-12
Sample notification of 1st or 2d MOS test failure.. ... . ....-,..,......,.-...-.,,--.,.-.,.,-.,.---.,.... 3-13

Office Services Unit:
Central files... .......... _...................................,...,-,.....-.......,-,.-.-.....,. 7-2,7-3
Duplicating servicee.,. .. . ....... .......... ...........,.,.....-.---,...-.,..-......-.-.,.-.--.-.-. 7-2, 7-3
Mail and distribution -.-....,-....-....-..-.....-..-..,.-...--..--,.-,--.---.----.--.-.-..-...---.-. 7-1
Messenger Service. ................................................................................. 7-2
Orders, Preparation and control..... ,.--.-.,....-...-.,..-.-.-.,..-.-...,.-......-...-.-.-,.---.----- 7-2, 7-3
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Office Services Unit—Continued
Publications and forma.................. .-...-.-------.-..............-......-...............-... 7-3
R e p o r t s - - . . - . - - - - - - - - - - - - - - - - - . - . . . - - - - - - - - - - - - - - - - - - - - - - - - . - . . - . - - - - - - - - - - - - - - . - . . - - . - . . . - _ - - - . - . 7-4
Supply and maintenance._._......._....... .__ . ._ . ._ ----.„. . .----.----. . ....__........_._._...__ 7-3, 7-4

Officer Candidate School, Applications for. _ . - . . . ......................................................... 4-43
Officer Qualification Record (DA Form 66)...... ................... .................................... 6-38,6-39
Officer Strength Report by Branch, preparation of........... . . . . . . . . . . . . ._ .__ . . . - . . . _ _ . . _ . . . . . _ _ _ . . . . . . 6-52
On-the-job training, processing request for....... ....... ............. ....--.--................._..___.. 3-35
Orders, procedure for processing requests for.... .....................,.....-.-..-..._.-...-.._._..___..._ A2-2
Organization structure, characteristics:

Contact with personnel staff NCO's.......... ................. .....................__....._....... 1-3,1-4
Division organization chart . . . . . . . . . . , - . . . - . - . . - . . . . - . - .---- .---_._-- . .-_----- . . . , . - . . . -- . . - . . . . . . ._, A-l
Functional division of personnel work................ ............ . . . . . - . . . . . . ._ -_ . . . . . . . . . .____. . . . 1-1,1-2
Functional supervision by branch chief...... ........... ........ .......--.-.--.-.-----,.......-..... 1-2,1-3
Internal communications................... .......... .,...................................._....._. 1-4
Organizational integrity............_...... . --........--....-...-.--..------.-.-.-.-.-...,..-...... 1-4
Provision for detachments..............--...--....--.. ...............-------..-.- ................ 1-4,1-5
Provision for machine processing unit........................... ........... ..............._........ 1-5
Provision for seven composite teams........ ......................................................... 1-2

Composite team organization.............................. .......... .......................... 1-1,1-2
Responsibilities of intermediate supervisors.,..-....,.-.--...-.... ......... ....-..-..-,-----....-.... 1-3
Routing of source documents-..----...,.......................................-...--.--,--,--.-..-... 1-4
Space limitations............................................. ..................................... 1--2,1-3
Separate brigades, application to.......................................... ......................... 1-7.1-8

Outprocessing records:
By the processing clerk....... ........... ....... ........................... ...... . . . . . 6-15,6-16
By the records clerk.. ............................. ...... .......... ........ ........ .... 6-13,6-14

Out processing Teams... ....... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ......... . . . . . . . . . . . . . . . . . . . . . . . fi Q

Personnel accounting:
Furnishing data to Machine Processing Unit ........ . . . . . . . . . ........ ....... . ............. 3-2,3-3
Personnel Information Rosters (Manual) . . ... ... . . . . . . . . . . . . . . . . . . . . . . . . . ......... ... 3-36—3-39
Personnel Inventory Report (Manual) . . . . ........ . ......... . . . . . . . . . . . . . . . . . . . . . . . . . . . . ... 3-40 3-45

ersonnel Actions, Mechanized Suspense System . ...... ........ . . . . . . . . . . . . . . . . . . ......... ... 4-1
Personnel Affaire Envelope:

Maintenance... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .................. ......... ..... 4-49
Preparation and Ret-nlistment I >ata Card. ...... . . . . . . . . . .......... . . . . . . . . . . . . . . . . ...... 4-48

Personnel Information Roster, receipt and use.. ....... ................. . . . . . . . . . . . . . . . . . . . . . . . . . . 3-29, 3-30
Personnel Inventory Reports (Machine) . . . . . . . . ...... .................. ........ ............... 3-28,3-29
Personnel Management Branch:

Augmentation when punched card machines not available. . . . . . . . . ........ ....... .............. 3-18, 3-19
Operating procedure. . . . . . . . . . . . . . . . . . . . . . . . . . . . ....... . . . . . . . . . . . . . . . . . . ....... ..... 3-1

Personnel Service Division:
Definitions................... ......... ...................................... ................ 1-1
Functional chart . . . . . . . . . . . . . . . . . . . . . ...... .......... ....,......,,,... ............... A1-3
Organizational chart ....... ...... . . . . . . . . . . . . . . . . . . . ......... . . . . . . . . . . . . . . . . . . .... Al-1
Hole in division personnel support system. ...................... ....... ........ .......... ..... 1-1,1-2

Personnel Suspense Card (DA Form 2431):
Maintenance of.. . . ........ . ........................... . ....... .................... ....6-20,6-21
Preparation o f . . . . . . ....... ............................ ......... .................. .... 6-19
Screening (manually) . . . . . . . . . ............................... ................................... 6-21

Personnel Suspense System ............................ ......... ......... ................ . ..... 6-24
Promotions and appointments:

Permanent enlisted appointments. . . . . . . . ....... ................. ......................... 3-52
Policy. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ....... ........ .......... .... 3-2

Promotions to first lieutenant and warrant officer, W-2.... ...... ...... ................. .... 3 -48—3-50
Punched card machines, benefit to Personnel Management Branch..... . . . . . . . . . . .......................... 3-2,3-3

Quota allocations for enlisted appointments:
E 4 through E-7...................... ......................................................... 3-54
E-8 and E-9._,....__...... . ._._...... . . ._....._...__...... ._.___...._.._._...... . . . . . . . . . . . . . . . . . . 3-55
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Reassignment, intra-di vision ................ ........................................ . ....... ..... 3-25
Record, Military Pay:

Inprocessing of ..... .................. ...... ....... . ....... ...... ........... ..... 53, 5-4
Outprocessing of . . ....,.-. ...... .................... ................... ......... ...... 57, 5-8

Record of Court-Martial (Convictions ...... .................. ....... ...... ........ ...... 6-43
Record of Emergency Data, Preparation of . . . .................. ....... . . . . . . . . . . . . . . . . . . . . . . . . . . 6-42
Reenlistment .................. ...... . . . . . . . . . ................. ........... ........... 4-2,4-21,4-22
lieport of Savings Program ...... . ................ ...... . ........ ...... ....... ..... 5-9,5-10
Reports:

Casualties in combat areas. - - ....... . . . . . . . . ....... ......... ...... . . . . . . . ... 3-57 3-59
Casualties in noncombat areas:

Crown Report . . ....... ....... . . . . . . . . . . . . . . . . ....... ...... ....... .... 3-60
Punch Report . . . . . . . . . . . . . . . . ...... ...... . . . . . . . . . . . . . . . . . . ................ 3 61,3-62

Enlisted Personnel Kligiblc for Temporary Appointment, (RCS CSGPA-342 (R4)) ................... ..... 3-51
Surplus enlisted personnel , - - - . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ................ 3-63

Request for Infcrmation, response to.
Procedure for. .... . ....... ....... ....... ........................... . ....... ..... A2-1
Sample form letter. . ...... ....... ....... ........ ....... ...... ...... ..... AI-8
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